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PREFACE.

The plan of this work being sonaewhat different from that

Of those on Book-keeping we already have, a few words in

justification may be necessary. That justification finds its

giound mainly in the anxiety of the authors to remove, as

much as possible, the difficulties which beset the path of

the young scholar on his first .n.pproach to this subject Loiig

lists of defir.itions of terms which are of no immediate use,

and a formidable array of the books required are, doubtless,

calculated to have a confusing effect upon his mind. Accord-

ingly, no definitions are given at the outset but such as are

abisolutely necessary. As assets and liabilities are. in this

country, so often connected with Notes, it ,is necessary he

should know something of the nature of a Promissory Note

and an Acceptance. Vv'e have, therefore, made some introduc-

tory remarks in reference to them. After this, he is brought

at once, face to face with the ultimate object of a set of

accounts ; and his even, day knowledge and experience, and

his own good sense, are then chiefly depended on for an

intelligent appreciation on his part of the best mode of arriving

at that object, "^^'ith a view to this, the nature and form

of an account are explained ; examples are given of the

separate different accounts showing assets, liabilities, losses

and gains ; and then a connected series of tnmsjictions origi-

nating a connected series of accounts, and resulting in his con-

structing a Double Entry Ledger before he knows even the

name of the book. The idea, in fact, has been to cheat him

into making it unawares.
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Teachers have found that it is difficult to make a pupil

understand the Journal until he becomes acquainted with the

Mature and disposition of the accounts in the Ledger. It ha«

been sought to give him a clear understanding of the Ledger

accounts^ assured that, when he has attained this, every thing

else will be comparatively easy. The language has been

made as simple as possible, and far-fetched explanations of

rules for journalizing have been carefully avoided. As journal-

izing is merely expressing in technical form which accounts,

in any particular case, are to receive entries, and on which

side, he is independent of set rules, if he understands these

accounts; which we presume he does if he has properly

studied the chapters on accounts, ending on page 30.

Sets containing a large number of entries—even although

not difficult—have a tendency to discourage the pupil and

prejudice him against the necessary work. The earlier sets,

therefore, have been made short and simple, that he may more

easily trace the connection between the corresponding entries

in the various books, and arrive at the ultimate result without

becoming fatigued and perplexed with the extent and difficulty

of his task ; while a sufficient number has been given to exer-

cise him thoroughly in the opening and closing of books.

As other special features, the attention of the reader maybe

directed to the method given in Set III., Single Entry, os

Testing the correctness of the Ledger, and to a more complete

explanation than usual, in the last two sets of Double Entry,

of the management of Bills.

The teacher is earnestly recommended not to allow the

pupil to pass the 30th page until he clearly understands the

nature of the Ledger accounts. In working out the sets, the

pupil should make all the calculations for himself whether given

in the book or not, and he should draw out in proper form

the various notes, etc., connected with the diflferent sets,

legibility and neatne.ss also should mark his work.
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Believing that our adopiion of the analytic method of iiktro-

ducing the subject will commend itself to our fellow-Canadian

teachers, wc now submit the work to them in the hope that

a judicious and faithful use of it may be instrumental in instill-

ing into the minds of our youth correct principles on the

subject of Book-keeping, and m preparing them for a more

extended study of it tlian the hmits of the present work v/iiJ
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BOOK-KEEPING.

ClIAPTEE I.

INTRODUCTORY

If goods are sold by Kobert Smith to John Jones, without

being paid hjv at the time, they are said to be sold on credit.
There may be simply a general understanding between the par-

ties that the goods are to be paid for iu one month, two mouths,
&c., as the case may be ; or John Jones may give a unitten

protnise in^omewhat the following form :

—

A promise written in this form is' called a Promissory
Note, and this particular one would be called John Jonts' note.

In the former case, it is usual to say the goods are sold m, accozmi,

in the latter that they are sold on note. In either case a debt
is created on the part of John Jones. A?, therefore, wlien we
sell on credit, we may sometimes receive our debtor's note, and
sometimes not, the debts owing to us are naturally divided

into two classes •

—

I. Debts owing to us, for which we have received th«

debtors' notes.

II. iJebts owing to us, for which we have not received

the debtors' notes.

As, similarly, we may buy on credit, sometimes giving 0w
I
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note, sometimes not, our debts are naturally divided into two

classes :

L Debts owing by us, for which we have given our

notes,

II. Debts owing hy us, "br which we have not given our

notes.

There is another form in v iiich John Jones may promise to

pay the money. Kobert Smith may write something lilce the

following :

—

f

Q/Alce vncnind a/itt </(tte, hu^ to wie, ol w?y

iececitea.

This is called a draft, and is in no way binding on John Jou<ci

until he has ex[)ressed liis willingness to })ay the anmunt l)y

writing across the lace of it tlie word accepted, and his name, anti

delivered it to liobert Sm^th. Thus

—

S^ ^ Colonic, Jiin^ /o<, >S'/S.

, g^&?ft!<e tt^n/fui atitii liait, /lat/^ io *>7r, <A mu.

ou/ei, (^'ii^ <^i^i€f/ a.)if/ Sf't'/iiA, S)c/utlA, Ai va/tu

lecrrt'ea. '^^^^

.^ ^i. /o.^.r /o..e..
^ Moieli (ffmit/i.

It is now an Accepted Draft, or inore shortly an AccepL-
ance. It is equal in effect to the Promissory Note, and ditfers

only in fm'm. So that when we speak of debts owing to us,

for wliich we have received our Debtors' Notes, the pupil may,

if he likes, say " notes or acceptances."

When we sell goods to a person on credit, we have several

advantages iu getting his note. By reading the note carefully

the pupil will see, first, that it is an ackwmledg merit of the

2
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ilebt; second, that the time of payment is definitely fixed. We
have also this advantage, that we can sell it like any other kind
i)f property. We can pay it to another person for a debt we
iiwe him, or we can get it discounted at tlie Bank— a process

u'hich it is not at present necessary to exjjlain.

It may be mentioned iu passing, tliough the pupil need not

trouble himself about it at present, that tluee days are allowed

ou all nuies made payable at so many " days or months after

date," beyond the time indicated for payment on the note. So
that John Jones' note would not be due until three days after

the 1st bepLember. These days are called days of grace.

CHAPTER II.

THE OBJECT OF BOOK-KEEPING,

In solving any arithmetical problem, the first thing we do is

to seek to have a clear conception of what is reouired to be

found, and then to examine if we have sufficient information

:;ivea to enable us to bring out the required result.

If the study of Book-keeping were taken up in the same
manner, much of the diflaculty usually attending it would dis-

ippear. The thing ultimately required to be found from a
I rader's set of books is his flnancial position. And how
s this ascertained ] Most persons—even young persons—are

'amiliar with u statement sometimes found in newspapers that

Mr. , not being able to meet his payments, has called his

•leditors together, in order to lay before them the state of his

iffairs. In such a case, the two most important questions to

'he creditors are: "How much does tlie trader owe 1 " and
" What has he that he can apply to the payment of his debts ?

"

>r, as it is generally expressed, " What are his liabilities ?"
uid " What are his assets ? " If his books have been correctfy

kept, they will furnish an answer to these questions.

A trader's assets, so far as his biisiness is concerned, wil),

.;enerally be somewhat as follows ;

—

Cash in hand.

Merchandise in hand.
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Debts owing to him for which he has recived his customers'
notes.

Debts owing to him for which he has not received his

customers' notes.

His habilities will be

—

Debts owing by him for which he has given his notes.

Debts owing by him for which he has not given his notes.

In examining the nature of the different assets, it will prob-
ably be suggested to the mind of the tlioughtful pupil that the
debts owing to the trader can hardly rank with cash in the
payment of his own debts, and he may possibly be reminded
of the old saying, " A bird in the hand is worth two in the
bush." This is true, and it is accordingly usual, in estimating
a trader's assets, not to reckon the debts owing to him at what
his books show them to be, but to make some deduction on ac-

count of the uncertainty of all of them being good, or rather
of the almost absolute certainty of some of them being bad.

To take this into account at present, however, would only em-
barrass the learner. We will, therefore, for the sake of sim-
plicity, suppose them to be good.

The assets and liabilities being known, we have all the in-

formation necessary to determine the trader's financial standing.

If his assets are greater than his lialdlities, he is worth }ust tJie

difference ; if his assets are only equal to his liabilities, he is

worth nothing ; if his assets are less than his liabilities, he is »«-

solvent.

Suppose, in the case referred to, that the trader's financial

position has been ascertained from a comparison of his assets

mth his liabilities, another very natural enquiry on the part of

the creditors presents itself
—" How has this unfortunate state

of things been brought about 1 " If his books have been
properly kept they will answer this question also. They will

show how he stood at some former period—say twelve months
ago—what profits he has made from sales since, what losses he

may have sustained, and what expenses he may have incurred

for the carrying on of his business since.

It is clear that, if his profits from sales have been greater

fehan all his expenses of various kinds, there has been a net

gain, and his former capital has been increased by so much. If

his profits have been only equal to his expenses, he is just where
he was; while, if his profits have been less than his expenses,

there has been on the Avhole a loss, and his former capital has

been lessened by so much ; and if his net loss has been greater

4
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than thp amount of his former capital, that capital has entirely

disappeared, and he is worth

—

less than nothing.

A trader's books, therefore, should furnish two kinds Of

information. One of these, the present assets and liabilities,

will show his present financial position without any reference

to &farmer period. The other, by taking into consideration his

position at a former period, and his gains and losses since, will

show how from that former position he has arrived at his pre-

sent one. And, further, as the result must in each case be the

same, agreement in result may be considered some proof of its

correctness.

In order to illustrate the preceding observations, we will

suppose the following to be given as a question in simple

Arithmetic.

A trader's books contain statements showing that he began

i.usiness January 1st, 1876, with Si,300; that he has to-day

(June 30th, 1876), cash in hand, §500 ;
merchandise in hand,

81,000 ; that there is owing to him §400, for which he holds

notes, and $300 for which he does not hold notes ; that he

owes $350 for which he has given his notes, and $200 for

vphich he has not given his notes. His profits from sales have

been $480, and he has expended for rent $80, and for sundry

ther things—as cartage, stationery, clerk-hire, &c.—$50. Re-

quired his present net worth.

The intelligent pupil will perceive that there are, in this

question, two distinct classes of data, from either of which

alone he can determine the present net worth, and as the ques-

tion stands he is at liberty to take his choice. Let him, ho>y-

«ver, take first the present assets and liabilities.

ASSETS.
I

LIABTLrrtKS,
C/aeh in hand S-'iOO Debts owing by him for which
Mdse in hand 1000

,
he has given his notes .... .$3.")0

! >ebt8 owing to him for which
;
Debts owing by him for which

he holds his customers' he lias not given his notes 200
notes 400

I >ebt8 owing to him for which
he does not hold notes 300

Totalassets $2200

Total liabilitiea SRjO

Total assets $2200

„ liabilities *.
. . 5.50

Pre«ent net worth SIfinO

Taking now the original capital and the subsequent gains

and loaves, we have

—

6
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Profit from sales $480
E X peudeJ foi' rent ifSO
Sundry other expenses 50

— 130

Ket gain ."550

Ongiual capital 1300

Present net capital SlCoO

From the foregoing, tlic pupil will see that a tradei's books

should contain statements, in some shape or other, showing :

r Cash in liand.

Mdse in hand.

f His Present Assets ^
Debts owing to hi,^,

I

on others notes.

I {

Debts owing to him.

I. ^ [ not on notes.

I

/ Debts owing by him,

„ T, T ) on his own notes.

[
His Present Liabilities... -

^^^^^ ^^^^^^ ^^ ^.^^^

\ not on notes.

jj ( His Capital at some former period.
"

\ His Gains and Losses since.

From each of these the present financial position is de-

termined : from the first, by a simple view of the business as it

now stands, without any reference to a former peiiod ; from the

second, by taking note of the position at a former period, and
of the gains and losses since, without knowing anything of the

cash we have in hand, or the debts iiwing to or by us now.

The pupil will do well at the very outset to have a clear

comprehension of the goal he is aiming at in keeping a set of

accounts. If he does this, and maintains that goal constantly

and steadily in view, he will have little difficulty in devising

the means liimself of attaining to it, or else in intelligently ap-

preciating those proposed by others.
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CHAPTER III.

THE NA rUKE AND FOKM OF AX ACCOUNT.

We have said in the precoding chaj^ter that a trader's books
shoidd contain statements, in some shape or other, showing
what is owing to liim, what he owes, liow much oasli there

ought to be in liand, the merchandise still unsold, and the

various gains and losses.

We have now to consider the nature and form of these state-

ments, taking as an example the one showing how much cash

there should be in hand. Evidently, if we have the cash re-

ceived and paid at various times given, we have sufficient data
for our purpose.

Suppose that on the 1st of June we had 1^20 in hand, on the
2nd received $50, on the 3rd paid |30, on the 5th paid $10, on
the 6th received $80, and on the 7th paid $15. Kequircd the
cash in hand.

If this question were given to a class without any instruc-

tions as to how they were to arrange the items, we sliould pre
bably find three or four different methods adopted.

FIRST MJb.THOD.

a/« nnnti

.30

4^

v %Aeeeived cadA ^ff

7 ~
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SECOND METHOD.

/J*/-^

jut/iif, J (ficctin t,'n> /tunri

2 oJieceivca radA

,3 <sJttia ca-in

5 ^aia err4A

$20
JO

So

oa^A in. Aa/na

THIRD .m:-:thoi»

3»

/o

/3

/JO .55

JJ

wu6n.



BOOK-KEEPING.

tor or credit, on the rijrht hand corner. Also, instead of

subtracting the .smalU-r sido from tlie greater, we will add
sufficient to the smaller to make it equal to the greater.

L WcUn. 9;^.

Ju*ir /
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Suppope John Jones buys goods from us Jiuih 1st, 1876,
amounting to $120 ; 2nfl, Pays us $30 ; 3r(l, Buys goods tVoni

us, $200 ; 5tli, Sells goods to us, $150 ; Gth, Pays us cash, $20.
Does John Jones owe us, or we liiin, and how mnAx ?

Airaugiug according to the thuii raethod, we iuive

—

\

^ '^ -^i

«o "^i s^

^
^

^ S N:
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The use of the words Debtor and Creditor in connection with
the name of a thing, as cash, will no douht present some diffi-

culty to the pupil's uiind. Ho can easily understand John
Jones being Debtor, but he cannot see the propriety of Cash
being Debtor. Strictly speaking, these terms in their original

import refer only to persons. In business, a person receiving

value without giving at the same time an equivalent becomes a

debtor, the giver of the value being the creditor. The terms
receiver and giver, debtor and creditor, are correlative terms

j

i. e., they are so related that one cannot exist without the

other. There cannot be a receiver without there being a giver,

nor a debtor without there being a creditor. The application

of the terms Dr. and Ci. to things is called by one writer " a

beautiful fiction," and various reasons have been given to jus-

tify the application. But the beginner will do well not to

trouble himself unduly about this matter. He may at present,

if he likes, consider them as merely giving names to the two
hides of an account. He will, however, observe that as an entry

on the Dr. side of Cash Account indicates that we have re-
ceived Cash, so an entry on the Dr. side^f any other account
in the name of a thing will indicate tliat we have received the

particular kind of thing represented by the name of the account.

Thus an entry on the Dr. side of Bills Receivable Acct. will

indicate that we have received another's note. And as an entry

oin the Cr. side of Cash Account indicates that we have parted

with Cash, so an entry on the Cr. side of any account in the

name of a thing will indicate that we have parted with the par-

ticular kind of thing represented by the name of the account.

Thus an entry on the Cr. side of Bills Keceivable Account will

indicate that we have parted xoith another person's note.

The pupil will uow readily see that

Cash in hand may be shown by arranging the Cash received and
paid under the head of Cash.

Others' Notes in hand [i. e., what is owing to us for which we
hold Others' Notes), by arranging all such notes received

and those of tliem which we afterwards dispose of, under
the head of Bills Receivable.

Others' Notes cmt aqoinst us {i. e., what we owe for which others

hold Our Notes), by arranging all such notes issued and
those of them which we atterwards redeem, under the

head of Bills Payable,
W
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fFhat is owing to us or by u,s for which no notes have been received

or given by us, l)y arranging the value the person re-

ceives from us, and delivers to us, under his name, as

Jolin Jones.

Tha Gain or Loss on the Sale of Goods, by arranging what they
cost and what they are sold for, under the head of

Merchandise.

The Expenses of the Business, by arranging the various outlays

for rent, fuel, gas, taxes, stationery, &c,, under the head
of Expense.

CHAPTEK IV.

EXAMPLES OF ACCOUNTS.

TaE student is reminded that when we receive any tiling,

as Cash, Others' Notes, Our Notes, Mdse, itoc, an entry must
be made on the Dr. Side of the account representing the par-

ticular kind of thing received, and when we part with any of

these things, an entry must be made on the Cr. side.
When a person receives value from us without giving us

an equivalent, we must debit his account ; when he delivers
value to us without receiving an equivalent from us, we must
credit his account.

If Robert Smith buys goods from us, it does not matter, so

far as the statement of the fact is concerned, whether we say
" Robert Smith has bought goods from us," or " We have sold

goods to Robert Smith." In the first expression our attention

is more parti("l:irly directed to Robert Smith's part in the trans-

action—what he has done ; in the second, to our part in the

transaction—what we have done. And it will very much
conduce to a clear understanding of the application of the terms
Dr. and Cr. to accounts representing things, if, when we are

dealing with one of these accounts, we consider mainly our
part in the transaction, as receiving or giving ; and when we
are dealing with a personal account, as Robert Smith, we consi-

der mainly his part in the transaction, as receiving or giving.
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ITEMS FOR A CASH ACCOUNT.

June Ist, 1876, Cash in hand $500. 2nd, Bought Mdse fot

cash, S300. 3rd, Received cash from Abel Adams on acct.,

$80. oth, Sold Mdse for cash, $120. 6th, Paid for sundry

expeni^es, $50. 7th, Received ca.sh from Benjamin Bond, in

payment of his note, $100. 8th, Paid cash to James Ileaton

for our note, $130. Oth, Borrowed from Charles Coleman,

$150. 10th, Paid Daniel Dunn on acct., $iOO.

Required amount of Cash on hand.

EXPLANATION.

Dr.
)

Cash iu hand.
'

All Cash afterward I

received. /

Cash. i
ur.

All Cash paid.

The difference between tlie two sides will show Cash in

hand.

I. WaAn. n.

3

S

7
9
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Henry Hunt's note at one mont.li ior balance of liis acct., $130.

5, Sold goods to Isaac Tiiman on his note §120. July 8,

Henry Hunt has paid his note of June 5, $130.

Required how much is owing to us on Others' Notes.

Dr.

Others'Notes in hand.
" " after-

ward received.

PLAN.

Bills

Receivable,

Cr.

Others' Notes dis-

posed of.

The difference shows Others' Notes in hand.

^i ^JjitU oJieceiuaiiie. m.

/

Juu/ne /

5

6

(On nnyta 3.')0\00

2^0

^20

4^0 00

In Aana

3,50

^30

00

00

4^o\ 00

jioo\ 00

^/io\ 00

ITEMS FOR AN ACCOUNT OF OUR OWN N0TB8.

June 1, 187G, Note outstanding, favor of John Jonea,

$200. 2, Gave our note to John Lord for goods bought, $300.

3, Accepted Charles Coleman's draft on us at two months, fnr

balance of account, $190. 6, Paid Cash to John Jones for our

note, $200. 6, Bought goods on our note from Mark Main,

$270. Aug. 6, Paid our acceptance, favor of C. Coleman,

$190. Required amount of Our Notes outstanding.

Dr

Our Notes redeemcti.
I

PLAN.
( Cr.

Bills 1 OurNotesoutstanding
^mc(l. / Payable, j Our Notes afterward

) \ issued.

The difference shows Our Notes outstanding.

U
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SECOND EXAMPLE.

1876, June 1. We owe Oliver Owen, $500; 2, Bought
goods from liim, .$2(10 ; 3, Paid him cash, $300 ; 5, Borrowed
from him, $150; 6, Paid him cash, $270.

Is Oliver Owen our Dr. or Cr., and for how much ]

'i. 6^'Cmel (yicu-e'Ti. m.

Jutne 3

6
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ITEMS F >R AN ACCOUNT OP INCIDEN'IAL EXPENSES.

1876, June 1. Bought stationery, S15 ; 30, Paid Clerk's

salary, $40 ; Paid rent, $30 ; Paid gas bill, $6 ; Paid taxes, ^4.

Dr. 1

Cost i
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CHAPTEK V.

EXAMPLE OF CONNECTED ACCOUNTS.

The pupil can hardly fail to see how much the practice of

Book-keepiiiiT depends upon a knowledge of tlie nature and
objects of accounts. Bookkeeping maj^, indeed, be called

Account-keeping, and the book-keeper himself an ncwuntant.

In the examples of the various accounts in the preceding

chapter, there was no mutual dependence of one account upon
another. We purpose now to give a series of connected trans-

actions, which will, of course, give a series of connected
accounts, from which, when completed, may be derived cer-

tain definite results, showing the Assets and Liabilities, the

Gains and Losses, of the business; and through them, its

financial position.

MEMORANDA OF TRANSACTIONa
1876.

June 1. Invested in the business $ 15 00

2. Bousht goods from Abel Bond 800 00

3. Bought stationery for use, from Chas. Dunn 10 00
5. Sold goods to George Hunt 200 00
6. Sold goods to Edward Forbes 100 00

7. Received cash from George Hunt, on account 150 00
8. Paid cash to Abel Bond, on account 140 00
9. Received cash from Edw'd Forbes, on account 80 00

10. Sold goods to Edward Forbes 400 00
12. Gave my note to Abel Bond, on account ... 300 00
13. Sold goods to George Hunt 260 00
14. Received from Edw'd Forbes his note on acct. 250 00
15. Bought goods from Abel Bond 1000 00
16. Sold goods to Edward Forbes 600 00
17. Received cash from Edward Forbes, on acct. 100 00

19. Received from George Hunt his note on acct. 200 00
20. Received cash from Edward Forbes, on acct. 500 00
21. Gave my note to Abel Bond, on account ... 500 00
22. Paid cash to Abel Bond, on account COO 00
23. Dne to Mark Newton, for rent 40 00

Value of mdse unsold, as found by taking

stock, June 24th, 1876, $650.

Required the net worth on the 24th of June.

19
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The instructions already given nith each account as to the

kinds of entries made, are here arranged in a tabular form,

which will be found very convenient, both for study and
reference.

Dr. Entries.



BOOK-KEEPING.

Cash, and the same anjouiit on the Cr. side of the atconiit

beaiing his own name. Then take the second, and enter $800
on the Dr. side of Merchandise, and the same anion rit on the

Cr. side of Abel Bond. And so on, to the end. Each way has

its advantages; but for the sake of certain lessons to be learned

from the latter nu-de, we would nrge the pupil to let this

method have his particular attention.

One more direction, and he may set to work. In making
entries in the accounts representing things, write the name oj

the person from whom received, or to whom delivered ; and in

making entries in acoounta of persons, write the name oJ *A*

ikittg they have received from you or delivered to you.
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The closing entries in the preceding set of accounts will

each represent one of four things—an Asset, a Liability, a

Gain, or a Loss—and furnish the pupil with the two classes

of data for the estimation of his Financial Position on the 24th
of June. Let him fir.st make out a statement of his Assets and
Liabilities. The numbers refer to'tlie particular accounts in

the set.

Assets. Liabilities.

8/^./
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The account, No. 6. in the name of the pupil could not be
ciosed untiJ tlie Net Gain or Net Loss, as the case may be, had
been ascertained. The first entry is intended to show how
much he put into the business, that is, tiie Financial Posi-

tion at the beginning of the ])erio(l under consideration ; and
the last or closing entry, the Financial Position at the end.

The former is already shown. To show the latter, if there has
been a net gain, it must be entered on the credit side, thus
increasing the Original Capital ; if there has been a net loss, it

must be entered on tJie debit side, thus lessening tlie Original

Capital. The difference bet^veen the two sides will then show
the Net Capital at tiie end of the period. The result of the
business in this case lias been a net gain of $360. The account
when closed will, therefore, appear as follows :

—

i. (pupil's name.) %.

zip.



BOOK-KEEPING.

In the same way, any series of connected business transac-

tions will furnish material for accounts wliich will show, in the
difference of their sides, the two classes of data necessary for

a double statement of the financial position at the end of the
period embraced by those transactions. Let the student not
leave this exercise until he thoroughly comprehends every part
of it.

In working out the preceding exercise, the pupil must have
noticed

—

I. That for every transaction, he made an entry in two
accounts.

II. That these entries were on opposite sides.
III. That they were equal in amount.
For example, the statement, June 1st, of the investment,

gave an entry on the Cr. side of the account in his own name,
and one on Dr. side of Cash to the same amount. The pur-

chase of goods from Abel Bond, on the 2nd, gave an entry on
the Dr. side of Mdse, and one on the Cr. side of Abel Bond's
account to the same amount. He has, indeed (aud, perhaps,

without knowing it), been making a Double Entry Ledger.

Now, in the particular exercise here given, as all the trans-

actions are on credit, one of the entries infeach case was neces-

sarily in a personal account, and the other in an account

representing a thing. Common sense will tell him he can-
not dispense with the entries in the personal accounts ; he

may (though he had better not) dispense with the entries in

the accounts representing things. Had he done so, he would
have had a Single Entry Ledger.

If he will turn to the openings containing the accounts (page

22-25), he will find them arranged so as to assist him in under-

standing the difference between the two methods. The second

opening, taken alone, is Single Entry ; both openings, taken

together, constitute Double Entry. In the former, he debits

and credits only persons ; in the latter, he debits and credits

both persons and things. And by " things," we mean
not only material, tangible things, such as cash, merchan-

dise, notes, but also any accommodation or advantage
to which, in business, a money value is attached, as iise of money

(interest or discount), occupation of preriiises (rent), services of

clerks (wages), &c.

The learner will have anticipated the definition of the book

called the Ledger. - Besides this, other books are used, of which

he will be shortly informed ; but the Ledger is the principal
28
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book, all others beiug for convenience, imd subsidiary to it.

It is the book in wliich all the transactions are classilied in the

form of accounts. A better single name could not, per-

h:ips, have been chosen for it. It is derived from tlie Latin
verlj legere, to lay or put together, to collect, to pick out.

We are about to introduce the pupil to Single Entry Book-
keeping, but we are anxious to impress upon his mind from tlie

very beginning, the undoubted superiority of Double Entry.

Let him not forget that the ultimate aim of a set of books

is to show at any time the financial condition of the busi-
ness, and that this can be shown in two ways :

—

L From a comparison of the Assets and Lialulities at the

time.

IL From the Capital at a former period, and the net gain

or net loss since.

And that Double Entry (as he has seen) furnishes these

two classes of data.

Bearing this in mind, he will be able, as he progresses, to

institute a comparison between Single and Double Entry, and
will probably discover in the end that the laWor required in

the former, as commonly practised, is so nearly equal to that

required in the most approved modern forms of the latter, that

business men might well afford to give the little extra labor

necessary to make it such, and thus realize all the advantages

it offers.

QUESTIONS FOR REVIEW.

What is meant by selling goods on credit ? What arrangements may
i>e made as to payment ? Write a Proraissorj' Note. Write a Draft.

What must be done to a Draft to make it a promise to pay? In what
respect do a Promissory Note and Draft agree, and in what do they
differ ? How may debts owing to us be naturally divided ? How may
the debts we owe be divided ? What is the ultimate object of Book-
keeping ? Knowing a trader's Assets and Liabilities, how would we find

his Financial position ? Knowing his original Capital, and his Gains
and Losses since, how would we find it ? Of what do a trader's Assets
or Resources usually consist ? If a business is prospering, how are the
Assets and Liabiliti<,s varying in respect of each other? What is meant
by an Account? Explain the jorin of account commonly adopted. To
what do the terms Dr. and Or. ])rimarily apply ? Which side of an
account is called the Dr., and which the (Jr. side ? What idea, in con-
nection with the name of an account, is associated with the Dr. side,

and what with the Cr. side? What does "Cash Dr." mean? What
does " John .Jones Dr." mean ? What does "CashCr." mean? What
does ".John .Jones Cr." mean ? Explain how the Cash which omjht to

be in hanii is found. Explain how what is owing to us on Others' Notes
ifl found. Explain how what we owe on Our Notes is found. Explain
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how what is owing tis, or what we owe others, when no notes have been
received or given, is found. Explain how the Gain or [-oss on mer-
chandise is found. In the example of connected accounts, Jiow often {»

such fact stated ? What name is given to the book contairdng such a
collection of accounts ? If we call ourselves the First Party, ami the
person we are doing business with the Second Party, whose part in the
transaction do we mainly consider in a personal account, and whose in a
non-})ersonal account ? Which of these accounts, taken alone, constitute
Single Entry { Which constitute Double Entry ?

CHAPTER VI.

INTRODUCTORY REMARKS TO SINGLE ENTRY.

In Single Entry, the Ledger contains accounts only for

persons. The transactions wbich afi'ect any persons in their

relation to us us Dr. or Cr. may be entered at once in the

Ledger, or they may first be entered in a book called the Day
Book, and afterwards, at convenience, transferred to the

Ledger.

If James Smith sells to John Brown, July 1st, 1876, one

felt hat on credit, for $3, he may enter as follows :

—

DAY BOOK.

q/o one /e/i ncU fS 00

'i.

LEDGER.

'r//in (^Jtai(Mt. "i^i

TuM. A-ifo 0*1* Ml
ncU

00\

Or, he may dispense with the Day Book, and use only the

Ledger.
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John Brown in his books would write as follows :

—

DAY BOOK.

^S'/(\

vSu one /tu /ial ^3 00

LEDGER.

^"t. gained (&)nim. m.

I

^sp.
I

ii

\^i"^ A^V cue A// 00

Or, he may dispense with the Day Book, and use only the

Ledger.

We have here' used the preposition " To " in the debit entry,

and "By" in the credit entry, out of def(>rence to custom.

Some do not use them. And certainly John Brown is not

Dr. to the Hat, but to us for tlie tjat. Indeed, the word
" for " would, in general, better express the meaning, if it be

thought necessary to use any word -at all.

The following examples will further illustrate the mode of

entering transactions in the books of both debtor and creditor,

with wiiich the pupil should become familiar before progressing

further. For this inirpose separate sheets of paper, ruled by
the pupil, should be used. Let the pupil write the transactions

on one page, numhering them, and make the proper entries on

another, with their corresponding numbers and correct dates,

as in the following examples. The pupil sh.ould be required

to write out a number of transactions, in addition to those

given in the book, and after having studied them carefully, be

prepared in recitation to give the entries on the blackboard.

The learner slinuld, from the first, invariably compute the

value of all articles bought or sold, whether the calculaticms

are made in the book or not. It would be to his advantage to

do this in studying aiiy treatise on Book-keeping. But in the

ase of this work it becomes absolutely necessary ; for transac-

tions are soon introduced where such computations are un-

avoidable.
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TRANSACTIONS TO BE RECORDED IN THE BOOKS OF BOTH
THE BUYER AND SELLER.

Transaction 1.—January 2nd, 1877.

-John Brown 'ouys of James Smith one felt har, for which he

agrees to pay him three dollars.

John Brown is the debtor, because he is the receiver. James

Smith is ^he creditor, because he is the giver.

Transaction 2.—January 3rd, 1877.

Wm. Jones sells to Peter West one pair of boots, for which

he is to pay him five dollars.

Peter West is the debtor, because he is the receiver. Wm.
Jones is the creditor, because he is the giver or seller.

Transaction 3.—January 4tli, 1877.

Robert North sells to George South four reams of paper, for

which he is to pay twelve dollars.

George South is the debtor, because he is the receiver.

Kobert North is the creditor, because he is the giver.

Transaction 4.—January 5th, 1877.

B. M. Norma* buys of J. B. Graham one overcoat, lor which

he is to pay t^irenty dollars.

B. M. Norman is the debtor, because he is the receiver. 3,

B. Graham is the creditor, because he is the giver or seller.
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MODE OF ENTERING THE FOREGOING TRANSACTIONS.
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SINGLE ENTRY

INSTRUCTIONS,—SET I.

The most simple form of keeping accounts is pi'esented in

this set. It is well adapted for mechauics and others whose
business transactions are very limited. Only one book is used,

the Ledger, and the transactions are entered directly in ib without
the intervention of a Day Book. The space to be appropriated

for any account, in actual business, will be gi'eater or less ac-

cording to the extent of the person's dealings. Open only one

account on each page in this set, as there are but few persons

with whom you have dealings and the accounts are long. The
name of the person should be written in a fair bold liand, so

that it may be readily seen wr.en turning the leaves, and
easily distinguished from the other writing. Over the double

money columns to the right of the page, write '"Dr." and
" Cr.," to show where the amounts of the items are to be placed.

In writing up this set, first read the narrative of transac-

tions, and write each entry in its proper account, in the order

of its date.

The first transaction to be entered is the purchase of iron

and coal, from John Smith, on the 2nd of September. Open
an account tor John Smith by placing his name in a large bold

hand at the top of the page, and over the double money
columns to the right, place " Dr." and " Cr.," as directed above ;

then enter to his Cr. the items purchased from him. Next
open an account for William West, and enter, to the Dr. side,

the work done for him ; then open Thomas Brown's account,

and charge him with the work done on the 3rd, and so on,

making all the entries of one day before making any of the

succeeding day. In making the entries, first write the date on

the left, then the item, aii'i lastly the amount in its proper

column. The word " To " is prefixed to the items for which

the accounts are debited, and the word " By " to those lor

which the accounts are credited. Great care should be taker

to avoid placing the amounts in tlie wrong columns.

Before closing the Ledger, which should ' done at stated

periods, eveiy transaction that will affect any a'Xount should be

entered, and eettlemeuts effected as far as practicable. This
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done, add the axnonnts that are in the columns of the diflFerent

accounta—&uch as Win. West's, Hud otliers that hav« the tooc-

ings of the Dr. and Cr. columns .equal, rule otf, and place the

footings as shown in the account. If one side of the account is

larger than the other, as shown by John Smith's acconut, find

the difl'erence between the two sides, write tlie date of closing,

and say, as the case may be, " To " or " By " balance, and place

the difference or balance on the smaller side.

After the Ledger is closed, make out the statement. This is

a Very important part of book-keeping, as it shows the results

of the business and the general condition of jiffairs. The state-

ments should contain a list of ail property belonging to the

business, a list of all accounts against others, and also a list of

all debts owing to others.

Iji subsequent sets the statements will include a greater

variety of accounts.

TRANSACTIONS.—SET I.

^^'^- MECHANICS' FOEM.

Sep. 1st. Rented the shop and tools of John Smith, at ninety-

six dollars per year, for the purpose of carrying on
the business of a blacksmith..

" Slid. Bought of John Smith, on one year's credit, his stock

of iron and coal—5000 lbs. iron at 5c. and 5 tons

coal at $8—$290.
" *' Shod i horses all around, for Wm. West, $1 ; re-

paired his waggon and set 1 tire, $2.20.
" 3rd. Made 1 large clevis for Thomas Brown, $1.25 ; mended

2 barn hinges, 30c. ; and tempered crow-bar, 20c.

" " Mended trace chain for George Weaver, 30c. ; shod
1 horse (fore feet), 50c. ; set waggon tire, $1 ;

ironed tieck yoke, $1.
" 4th. Mended log chain for John Smith, 2 new links, 40c.

;

sharpened and set 4 shoes, 75c. ; sharpened coulter,

25c. ; 1 pair small clevises, $1.
" 5th. Received from Wra. West 5 bush, potatoes, at 40c.

;

4 lbs. butter, at 25c. ; 10 lbs. clieese, at 10c.
** '* Repaired plougli for John Smith, $1 ; rod for same,

20c. ; 2 boJts, 35c. ; 1 clevis, 50c.
** 6th. Ironed 1 bucket for Thomas Brown, 81.25 ; shod

colt, 4 new shoes, SI ; tempered drill and pick-axe,

25c. ; and ironed wbifQetrees, 50c.
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Sep. 9th. Ironed wfiggon for George Weaver, $15.25 ; mended
shovel, 200. ; and rei)aired sulky, $2.20.

" 10th. Received from Thomas Brown 1 turkey, $1 ; 1 load

wood, $2. Shod his horses all around, 4 new
shoes, $1.50 ; sold him 4 hooks and staples, at 16c.;

1 iron wedge, 75c.
*' 12th. Repaired drag for John Smith, 2 new bands, 50c.

;

ironed neck-yoke, $1 ; ironed whiffletrees, $1.50.
" " Received from George Weaver 5 doz. eggs, at 15c. ; 4

bags apples, at 40c. ; 1 quarter iamb, 15 lbs., at 10c.
** 13th. Mended waggon box for Wm. West, $1.25 ; sharp-

ened 15 drag teeth, at 5c. ; 4 new links for trace

chain, at 15c.

" 15th. Sold John Smith 40 lbs. gate hinges, at 15c. ; 10
lbs. bolts, at 12^c.

*' *' Re[»a.ired buggy shaft for Wm. West, 50c. ; set 2

shoes, 25c. ; mended shovel, 25c.
*• ** Sharpened and set two shoes for George Weaver,

35c. ; repaired cultivator, $1.25 ; sold him 1 large

clevis, $1.20.
'* I6th. Mended shovel for Thomas Brown, 20c. ; sold him

2 bands for harrow, 50c. ; and set two shoes (colt's

fore feet), 25c.
** 17th, Received from Wm. V\^est 1 brace chickens, 50c.;

4 bush, potatoes, 30c.
« Repaired buggy for John Smith, $3.20.

** 20th. Received from Thomas Brown, on account, 5 lbs.

butter, at 20c. ; 4 bush, apples, at 25c.
" 24th. Received from George Weaver, on account, \ ton

hav, $6.25 ; 1 bbl. flour, $5.50.
" " Repaired ox-yoke and chain for Thomas Brown,

$1.80 ; and set two shoes, 25c.
" 25th. Sold George Weaver 4 strap hinges, at 25c. ; 1

clevis, 75c. ;.3i.hookand staple, 15c.
" 2Gth. Received from Wm. West cash in full of accoun ,

$1.10.
" '* Sold Thomas Brown 1 pair buggy springs, §6.50.
" 29th. Received from George Weaver cash, in full of ac-

count, $9.55.
" " Ironed lumber waggon for John Smith, $14.40
'* 30th. Received from Thomas Brown cash, in full of at>

count, $14.10.

/ have on hand iron, as per imvfntory, $210 ; coal, $30 ; laanu-

fadwed horse, skneb., holts, clevises, t&c. $30.50.
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(£/latc^nent ojt dU'tedeuiced ana <=J.ifuiuilc€d.

Qyu-sotilcf-i.

^Aiee /o»6 coct/. af 0/0 = - 30 00
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QjVeiWoU/i , ~ . = S^f 3S

As you began without capital and are now worth $59.55,

you must have gained this amount during the month you have

been in business.

FIRST SET FOR PRACTICE.

USE ONLY THE LEDGER, SAME AS IN PRECEDING SET.

On Jan. 3rd, 1877, commenced business with $1500 in cash.

Paid for store fixtures, $200 ; for goods, as per invoice, $800.*

THE FOLLOWING TRANSACTIONS ARE TO BE ENTERED.

Jan. 4. Sold R. J. Wallace, on account, 1 broadcloth coat, $30
;

pants and vest. $15 ; overcoat, S7.
'• 5. Sold W. J. Graham, 1 pair pants, English cassimere,

$10 ; 1 sack coat, blue melton, $20 ; 1 pair striped

tweed pants. $10.
" 6. Sold Ja,mes Hughes, 1 beaver overcoat, $30 ; 1 Scotch

tweed coat, $12.

* No entry is to be made of the foregoing in th« Ledger, but a meinoraD-
dum of it ehuuld be kept.
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Jan. 8. Sold Geo. Denmark, 1 necktie, $1.25 ; ^ doz. hand-

kerchiefs, $2 ; and 1 pair suspenders, $1.
" 9. Sold J. R. Dingman, 1 boy's suit, for son John, $18

j

and 1 coat for Robert, Frencli cassiicere, $8.
" 11. Bought of John McDonaUl & Co., I piece of English

broadcloth, 25 yds., at $3.
" 12. Sold J. R. Dingnaan, 1 pair doeskin pants, $8 j 1

vest, ^5.
" 15. Sold Geo. Denmark, 2 neckties, at 25c.
" 1 6. Received from E. J. Wallace, on account, $20.
" 17. Sold W. J. Graham, 1 pair French cassimere pants,

$10 ; 1 satin vest, $5 ; 1 overcoat, $25 ; 1 suit Scotch

tweed, $25.
" 19. Bought of John McDonald & Co., 24 yds. French

cassimere, at $2 ; and 10 doz. linen handkerchiefs,

at §3.
" 22. Received from W. J. Graham, on account, 4 tons

coal, at $8.
" 23. Paid John McDonald & Co., on account, §50.
" 24. Sold E. J. Wallace, 1 dress coat, $30 ; 1 cassimere

vest, $6 ; 2 p^iirs hose, at 45c.
" 25. Received of J. R. Dingman, cash on account, $5.
" 26. Sold to A. B. Chatham, 1 black cloth coat,' $20 ; 1

pair cassimere pants, $8.25 ; topk in payment an

order given by James Hughes.
Charge these goods to James Hughes, as they were

given on his account.
** 27. Sold J. R. Dingman, 6 shirts, at $2 ; and 1 frock coat,

French cloth, $30.
" 29. Gave John McDonald k Co. my note at 3 months,

on account, §53.
" 30. Received from W. J. Graham, his note at 2 months, in

full of account, $73.
'* ** Received from George Denmark, cash in full of ac-

count, $4.75.

THE FOLLOWING ARE THE RESOURCES AND LIABILITIES, NOT
SHOWN OX LEDGER,

Merchandise unsold, as per Inventmy, $750 ; Bills Picceivahle on

hand, W. J. (Graham's Mote for $73 ; Cash on hand, i^4r79.75
;

Store fixtures, $200 ; Am uwciuj vii, A'ote, favor of John McDomild
''•

Co., $53,
• •'

> '
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STATEMENT OF RESOURCES AND LIABILITIES.

FIRST SET FOK PRACTICE.

llesauit

Merchandise unsold, as per Inventory

Bills Receivable, W. J. Graliaui's Note for

Cash on hand ----.".
Score fixtures, as per valuaciou - - " .

K. J. Wallace owes ou account - " -

James Hughes " "'
. - .,

J. R. Dujgmau " " ...
Total Resources - - . -

Liabilities.

Am owing John McDonald & Co., on account -

Bills Payable, outstanding Note lor -

Total Liabilities - - . .

Total Resources at closing ....
" LiabiliUes "

- - . .

Difiference, or present Net Capital -

Present Net Capital

Deduct Net Investment - - - - .

Net Gain

The pupil will see b;- the above statemeul. that

—

To tind tlie Net CapiLal we subtract the Liabilities from the
Resources, and

To find tlie Net Gain we subtract the Nd Capital at starting
from the Net Capital at closing.

Note.— If the Net Capital at closing is less than the Net
Capital at starting, the difi"erence will show the loss , and if the
Liabilities are greater tlian the Resources, the dificrence will

show the Net Insolvency.
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QUESTIONS FOE REVIEW.

How many books are used in Set I.? For what kind of business is

this mode of keeping books adapted ? How is the space to be allowed
each account determined ? For what is the left hand marginal column
used ? For what is the space between the date column and the money
columns used ? For what are the left hand money columns used ? For
what the rigljfc ? What are done with the accounts that have the debits

and credits equal ? What does a double red line under an account in-

dicate ? What colored ink is used for ruling and balancing ? How are

accounts closed in which one side is larger than the other ? On which
side and in what colored ink is the balance placed ? What should be
made at the time of closing the Ledger ? What should the statement
contain ?

In answering the following, the pupil may have his statement before

him :

—

What effects have you on hand at the time of closing ? How much
cash ? How much do you owe others ? How much do you owe ia

notes ? What are your total resources at closing ? What are your
total liabdities ? How much is the difference between your assets and
liabilities V What is it called ?

SINGLE ENTRY,

INSTRUCTIONS.—SET II.

In the following set, instead of entering the transactions

directly into the accounts, as was done in the preceding set,

they are first recorded in the Day Book, and afterward trans-

ferred in an abbreviated form into the Ledger. When business
transactions Vjecome numerous, it is inconvenient to turn to

the proper accounts and enter each transaction at the time it

occurs. Another disadvantage of the preceding form is, that

it would require considerable trouble to ascertain what business

had been done on any particular day, whereas by the following

method this may be seen almost at a glance.

T-)AY BOOK.

All transactions which affect the debit or credit of any
person with whom an account should be kept, are hrst re-

corded in this book.
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Whenever you se]l a person anything, pay liim money, pel-

form work for him, or he in any manner becomes indebted to

you, he must be debited with the same in this book, to show
that he owes you. And wheiu'ver any person sells you
anything, pays you money, does work for you, or you in any
way become indebted to him, he must be credited with the

same in this book, to show that you owe him.
In entering purchases it is allowable to say " Am't as per

Bill," or " Am't, as per Invoice," and omit the detail of items,

since you have the Invoice filed away or pasted in a book, and
can refer to it at any time ; but in entering sales tlie items

should always: be mentioned, as this is your only evidence of the

transactinu.

LEDGER.

The Ledger of this Set differs from that of Set I., in the

arrangement of debit and credit entries. Each page is ruled

in such a manner that the debits are kept on one side, and the

credits on the other, entirely distinct from one another. All

the entries, scattered in different pjirts of the Day Book, that

affect the accounts uf each peison are here collected under his

name, and so arranged as to exhibit, in one place, all his deal-

ings with U8.

The proprietor, George Hairgrave, commenced business with
the pro})erty and with the amounts due him, as specified in the

first entry of the Day Book.
He therefore credits himself with the whole amf>unt, $3310,

as his investment, and debits himself with the amount he owes
Johnson. Richard Dawson is debited lor what is d«v. ^rom
him, m order that it may appear in his account in the Ledf^wr.

John Johnson is next credited with the amount due him. This
finishes the opening entries, and the books are now ready for

any tran.sactions tliat may take place. As the transactions o1

this set are all of a simple nature, special explanations con-

cerning them have not been considered necessary. The entries

should be arranged in the Day Book just as they are given.

All cash transactions are omitted except those afTecting
the accounts of persons with whom we have dealings, addi-

tional investments, and the v.'ithdrawal of money for purposes
not connected with the bu.siness.

The figures in the centre, between the entries, represent the
dates when the transactions took place. The rulings should
always be in red ink, and may be omitted until a page is filled
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They are for the purpose of keeping the entries distinct, and
thus rendering their transfer to the Ledger less liable to

mistakes.

The figure in the left hand mi..rginal column shows the page
of tlie account in the Ledger, and denotes that the entry has

been posted, and should, therefore, not be written till that is

done.

Posting is done as follows :—after writing the name of the

person who is to be debited or credited over the space allotted

to his account, with " Dr." on the left and "Cr." on the right,

then write on the proper side ^of tlie account, first the date,

next the description or item, then the folio or psge of the Day
Book from whicli the entry is transferred, and lastly the amount.

After this is done, turn to the Day Book, and in the column to

the left of the transaction place the number of the page that

the account is on in the Ledger, to show that the entry has

been posted. In each book the page of the other is given for

reference in examining accounts, making out bills, (*kc.

When there are several items in tlie Day Book entry, in

order to save writing, they are called " Sundries " or " JNIer-

chandise " in the Ijedger, and the total amount is entered.

The items can be obtained by referring to the Day Book.

It will be observed that P. L. Dorland paid liis account in

full on the iOUi of Jan., vrhen it was closed up. liut having

occasion to do further business with him, the transactions were

posted in the same account.

After all the entries in the Day Book are posted, examine

them, to see that your work is free from error. Then proceed

to close the accounts. Those that remain unsettled are closed

by a red ink entry, writing the words " To " or " By Balance
"

on the smaller side, as in Set I. Accounts such as Peter

Cooper & Co., in which the Dr. and Cr. sides are equal, are

closed by ruling up same as in exam])le.

The proprietor's account should be left open until the gains

or losses h;ive been ascertained, and aiter the statements are

completed, the gains should be entered to the credit side, or the

losses to the debit side of this account. Then cLise the account,

and bring the balance, which shows his Net Capital, down to

new account.

If the result of the business should be a In^s sufficiently large

to make the debit side of tlie proprietor's account larger than

the credit, the diflereuce or balance will show his Net Insol-
vency.
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SINGLE ENTRY.

STATEMENTS—SET II.

(^fzianeed ejt i/ie .:^eua,ei, I'an. 3'/, /o^''/y

Personal Accounts Eeceivable
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:^\uMlU6 '
- - - - <i'2 00

QS^motfxi ut(//idi.auin pom ii/if /luAtntAiti - /OO 00
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^Mi'uci oA'tU ofnvtAimoii - - , . .ji'GS 00

^^U ^^ain .. - - r, S 'i'43 00

SEHOND SET FOR PRACTICE.

MEMORANDA OF TRANSACTIONS TO BK KECORDKI) AND WORKED
Ot;T LIKE THB PRECEDING SET.

1877.

Mar. 1. A. W. Ponton commences the Grocery business, in-

vesting as foliows :—Mdse, as per inventory, 13450
;

note against L. R. Lazier, dated Nov. 4. 1876, at 6

months, for $400 ; Cash on hand, $1000 : balance
ntE. B. Poitiand's account, S150; he owes S. W.
Houston, on account. $200.

2. SmM S. W. Houston, 20 lbs. Refined Sugar, at 10c.

;

2 lbs. Young Hyson Tea, at 90c. j 2 lbs. Oolong
Tea, at 90c. : 6 il)s. Coffee, at 25c.

X Sold E. B. Portland, 12 halt'ciiests Y. H. Ten, 32 lbs.

each, at 60c. ; 4 lbs. Coffee at 25c. ; 10 lbs. (.^"tmeal,

at 10c. ; 10 lbs. Butter, at 30c. ; 8 lbs. Clieeoc, at

at 12^c.
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1877.

Mar. 4. Sold C. V. Bogart, 2 papers Corn Starch, at 15c. ; 1

piece Smoked Beef, 15 lbs., at 15c. ; 18 lbs. Cheese,

at 12|c.
" 5. Bought of R G. Brown, 200 lbs. Cheese, at 8c. ; 50

doz. Eggs, at 10c.

" 6. Sold E. "b. Portland, 1 bag Hominy, 50c. ; 10 lbs.

Coffee, at 25c. ; 4 gals. Cider Vinegar, at 35c. ; 2

bags Salt, at 20c. ; 5 doz. Eggs, at 15c.

" 8. Sold C. V. Bogart, 8 lbs. Butter, at 30c. ; 5 lbs.

Lemon Biscuit, at 15c.

" 9. Received from E. B. Portland, Cash on account, $550.

" 10. Sold S. W. Houston, 5 lbs. Butter, at 30c. ; 1 bag
Buckwheat Flour, $1.25 ; 1 box Soap, 40 lbs., at

8c. ; 2 lbs. Powdered Sugar, at l2jc. ; 10 lbs.

Cheese, at 12io. ;. 1 gal. Syrup, $1.
" 11. Sold K G. Brown, 10 bags Flour, at $1.25.
" 12. Bought of C. Y. Bogart, 20 bush. Potatoes, at 25c.

;

35 doz. Eggs, at 10c.

" 13. Sold E. B.' Portland, 10 lbs. Butter, at 30c; 5 lbs.

Oyster Biscuits, at 10c. ; 4 lbs. Soda Biscuits, ;>t

10c. ; 2 boxes Cinnamcrti, at 12|c.
" 16. Sold S. W. Houston, 1 paper Starch, 5 lbs., at 8c. ;

10 bars Soap, at 15c. ; 8 lbs. Butter, at 30c.
" 17. Received from E. B. Portland, Cash on account, .f25.

" 18. Sold R. G. Brown, 10 lbs. Sugar, at 10c. ; 4 lbs. Im-
perial Tea, at $1 ;

••> lbs. Coffee, at 25c. ; 3 lbs.

Chocolate, at 40c.

" 19. Sold C. V. Bogart, 20 lbs. Sugar, at 10c. ; 2 lbs. Coffee,

at 25c. ; 4 lbs. Oatraoal, at 10c. ; 1 bag Hominy,
50c. ; 1 paper Corn Starch, 15c. ; 3 oz. Indigo, at

15c. • 2 bars Soap, at 15c.

" 22. Bought of li. G. Brown, 10 l>bls. Flour, at $8 ; 3 bags

Oatmeal, at $1.25.
" 23. Paid S. W.~lIousto\, Casli ou account, $25.
" 24. Received fropa 0. V. Bogart, Cash in full of account,

$3.75.

Eesources not shown on Ledr/er :—Cash in hand. $1053.75
;

Merchandise, as perr inventory, $2350. G5 ; Nof^e against L. B.

. Lazierf01- $400.

The result of this Set, property worked, is:— KetGair,
S85.05 ; Net Worth at closing, $3885.05.
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QUESTIONS FOR REVIEW.

What books are used in Set II. ? In which hook are the transactions

first entered ? To what book are they afterwards transferred ? Under
what circumstances is this mode preferable to Set I. ? Why ? What
should the record of the Day Book state ? What transactions are re-

corded in the Day Book ? When is a person debited in the i)ay Book ?

When credited ? In vrluit way may the entry of purchases bo shortened
in tke Day Book ? Why is this allowable ? Whj' may not sales be
abbreviated in the same way ? What is the object of the ruliniJs be-

tween the entries in the Day Book? What is meant by posting?
\Vherein does the Ledger of Set II. differ from that of Set I. ? For
what purpose is the page of the Day Book from whicii an entry is taken
placed in the account in the Ledger? After an (Mitry is jiOKtcd what
should be written in the Day Book ? Why ? Wiien there are several

items, what word is used to save space? What should be dcme as soon
as all the entries are posted ? VYhat account should be left open until

after the gains or losses have been ascertained t What does the double
line under an account indicate ? Wliat is done with accounts that have
the debit and credit sides equal ? How are accounts closed that have
balances ?

The following questions may be answered from the books and state-

ments :

Which persons on the Ledger have balances owing by them ? What
is the total amount due from other persons ? W hich persons have
balances owing to them ? What is the total amount you owe to other
persons ? What is the total amount of your resources, and of what do
they consist ? What is the amount of your liabilities, syid of what do
they consist ? What is your present net capital ? How ascertained I

How much did you invest at starting ? How mucii was mthdrawn from
the busiuess ? What was the net investment during the continuation
of the business ? How are the gains or losses ascertained ? How much
has been gained or lost ? WTiat entry should be made after the gains
have been ascertaine<i ? How is the proprietor's account now closed ?

What does the balance of his account show ? If the result of the busi-

ness shoidd be a loss, and the debit aide the laiger, what would the
balance show ?

SET III.—SINGLE ENjnPTiiT-

The business contained in this set is more extensive than
that of the preceding, and therefore two additional books, the

Cash Book and Ijill Book, have been introduced as auxiliary to

the Day Buok and Ledger. The business is carried on by two
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partners during a period of two mouths, each month represent-

ing, so far as the closing of the books and the determining oi

the profits are concerned, a year's business.

In business, settlements with individuals who deal with the

firm should be made as often as practicable, but the statements

of profits are not usually made out oftener than once iu six

months, and in most business houses but once a year.

DAY BOOK.

The Day Book of this set is kept the same as that of the

preceding set, except that the left hand money column is

used for the amounts of those accounts which are debited,
and the right hand or outer column for the amounts of

those accounts which are credited. By this arrangement a

proof of the correctness of the posting is obtained.

As all the amounts in the debit column are posted to the debit

siile of the Ledger, and all the amounts in the credit column
are posted to the credit side of the Ledger, it follows, if the

postings are correct, that the difference between the totals of

the two sides of the Ledger will agree v/ith the difference be-

tween the footings of the two columns in the Day Book, and
thus we have* a proof of our posting.

This proof is a very valuable feature, as by its means the

omission to post any entry is easily and certainly detected. A
post mark is not sufficient ; it shows that an entry has been
posted, but not that it has been posted correctly.

CASH BOOK. '

This book, here introduced for the first time, affords, in con-

nection with the Day Book, a complete history of all the busi-

ness transacted.

There are various ways of keeping the Cash Book, but the

following form is, perhaps, as simple as any, and as little liable

to mistakes, for persons whose cash transactions are not very
numerous, and who are not scientific accountants.

It contains two columns for dollars and cents.*

The amount of cash on hand at the commencement of busi-

ness, and ail money received, from any source whatever, must

* The pupil will observe that, in speaking of the monej'- columnfl, we de-
signate the space for dollars and the space for cents, united, as but one
column.
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be entered in this book " To," (describing for what,) and the

amouut be extended into the left hand dollar and cent column,
which is called the debit column ; and whenever money is

paid out for any purpose whatever, it must be entered in this

book " By," (telling what for,) and the amount extended into

the rinld hand dollar and cent column, called the credit column.

Thus, if the account is kept correctly, the difference between
these two columns will show at all times the balance of cash
in hand, and will agree with the actual amount of money
found in possession by counting. Airy discrepancy must arise

from error, which must be sought out and rectified before the

account is balanced. The credit column can never be the

larger, since it is impossible to pay out more money than you
receive.

The Cash Book should be balanced at the end of each week
(or daily, when much business is done), by entering the balance

of cash on hand in the credit column, in red ink, to distinguish

it from sums paid away. When the Cash Book is not balanced

daily, an informal balance should be made, and the result

compared with the cash in hand. After footing the columns
and drawing tlie lines, bring the balance down, in black ink,

entering it in the debit column. The lines should be ruled

exactly as in form. They serve to keep the new account dis-

tinctly separated from the old—a matter of greater importance
than young book-keepers generally imagine. It adds greatly

to the neat ajipearance of your book to begin the words " To "

and " By " all upon a perpendicular line.

BILL iiOOK.

When several notes are given or received each month, it haa

been found convenient to enter a minute description of them in

a book prepared specially for that purpose. This enables any
particulars concerning them to be seen at a glance, and an ex-

amination of the book will show what notes become due on
any day, and thus timely preparation may be made for their

collection or payment. Notes have been issued, and for want
of such a record their existence has been forgotten, until great

inconvenience, and even loss, has been the result. All neces-

uary explanations are made by the headings of the different

I'olunins.

The Invoice Book is not given, as it is considered too sim-

ple to require explan'ation. In some houses the invoices of
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goods purchased are copied into this book • others paste th«

invoices in a large book for the purpose; while others keep thn

invoices on file until the end of the month, and then fold them
neatly, and after writing the name of the person from whom
purchased, the date and the amount on the back of each invoice,

tie them up in monthly packages.

The Inventory Book is used for taking an account of the

value of property owned by you, at any time, in order that you
may use it in estimating your net capital, net gains, &c. The
quantity and estimated value of each article are given. The
list may fill several pages ; but as it is very simple, only a few
items are enumerated.

INSTEUCTIONS FOR WRITING UP SET III.

An account is kept with each partner separately, and he is

credited with what he invests in the business, and is charged

with all debts assumed by the firm for him, and all sums which

he withdraws. He is credited, when the books are closed,

with his share of the gains.

The books are opened by making the entries in the Day
Book to the debit and credit of each partner, and to the debit

of A. R. Simcoe and Peter Grey, and to the credit of R. J.

Bruce, Edwai-d Huron and J. H. Lambton, whose accounts

have been assumed by the firm ; entries are also made in tht?

Cash Book of the cash invested, and in the Bill Book of Notes'

Receivable on hand and of Notes Payable outstanding. The list

or inventory of merchandise, material, tools, Ac, is not given,

but in actual business it should be made out and carefully

preserved.

Care should be taken to place each amount in its proper

column in the Day Book, iu order to avoid errors and trouble

ill balancing. After the entries are made in the different books

lor April 1st, then enter the transaction that occurs on the 3rd,

and thus proceed with each succeeding date, entering the trans-

actions in the Day Book, Ca^ih Book and Bill Book, as may be

required, in the date and order of their occurrence. This will

give a much l)ett(n- knowledge of the transactions than if only

one book is written up at a time.

Be careful to make all the extensioiis and additions correctly,

and also to count the time when the notes mature, before enter
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ing them in tlif- riill Book. The three days of grace are alwavs
in chilled in tiudini;: th« date when a note ialls due.

Open the partners' accounts Hrst in the Ledger, and let all

the other accounts follow them in regular order. Not more
than three accounts should be opened on a page. The posting
is the same as in Set II.

When the posting is finished, add the columns in the Day
Book, if not already added, and can y the footings of the pages
forward in the manner shown, until the end of the month.
Also make out the statements as shown at the end of the

month of April. Compare the difference between the totals of

the debit and credit balances of the Ledger, with the difference

between the totals of the debit and credit columns of the Day
Book ; and if they are not alike, diligently search for the error

until it is found, and then make the necessary corr*?ctious.

After the postings have been found to be correct, make out

the statement for April, looking to your own work for the

balances of the Ledger, for the amount of cash on hand, and
for the notes receivable and payable. The inventory will be
found at the end of the Day Book. The gains are ascertained

and entered as in the preceding set.

Before commencing the second month, add the gains of the

first month to the difference between the debit and credit

columns of the Day Book, and place the sum in the credit

column of the Day Book for May, in order to make the excess

of credit on commencing this month equal to that of the
Ledger.

(^ A statement showing the result of the whole Set is

given at the end of the month of May. The pupil is obliged
to depend entirely upon himself in entering the transactions of

this month. The work when properly performed will agree
with the results given in statement.
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« ^ " ^oiaiceS, ai 'SO 2 J/-0

" JO c/ij. S^/^, ai -20 2 00

^incunU caiUea foiwaUt

2&2J

/OO

25 /3^33\ 06

00

is 00

2^2t 23

J^OO

300

//

Cfi

ce

fO

J4-6'^^
I

^0



^ Qy/fonAeu/, (^/luf2j^, -/^W.

Bk

" / (^ccUUo/, MW. .i' 00

%.

Q/Hl. ^aiynOtcn'6 clrc/il
j

2^20

/2

23

26

^

27

&c Tea4n in. /tt^u o/ ctjc

^U

^n.ti€vUoiu Of ^oc€M o'n Mindf

oJ^aftkcaU a*i</ ^nfinid/ieJ^«/ 2200

6?

^00

25

00

00

itj66 25

50

^43^4 ^0

23 fO

50 00

/^_^//^ fjO



BOOK-KEEPING.

The following items of Cash received and paid at

different times do not appear in the Day Bock,
because they are not to be debited or credited to
any personal account, but they must be entered in
the date and order of their occurrence in the Cash
Book.

^c?//.

e^^u/
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CASH BOOK.-SET HI.
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FORM OF BILL

9HU

When
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BOOK.—SET III.

ccetua
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INDEX TO THE LEDGER.

This is a small book, or space ruled in the Account Book,
•in which are arranged, in alphabetical order, the names of all

accounts in the Ledger, together with the pages on which such
accounts are entered.

The object of keeping it is to enable us to refer readily to

accounts in the Ledger. Whenever we open an account in the

Ledger, we enter the name of the account and the number of

the page in the Index. If an account should be transferred to

another page, a red line should be ruled through the figures of

the old page, and the number of the new page placed in the

Index.

In real business the Index generally has a page allotted to

each letter. The following illustration will be sufficient to

explain how it is kept :

—

A.



M
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STATEMENT.—SET III.

PROOF OF POSTING.

^€(/^el M^i/cinees, ^fiii/ 30i/i, /c^^^-

Personal Debtors.

26s\ 00

30\00

//I <fO

Personal Creditors.

306 ^0:

i I

i , 1

U4o3\&S\

^/2^f\y^

&u. J:. kJjiuce

25\ 00

4o\oO

S'/io oc

00

MeAomced ^j- ^ia'^^iies, (^/lii/SO, ^S^^.

<£r.f.ido*7al filed oMeccin-

aA^, tuAei. 2!ecLM ^SOS -/O

wad/i oil Art/nd aA Ael

'^cui4 SBofiA . 6ojo ,50

/-oiy. . . 3^00 00

Qy^cU^itaA <inf/ ^./'tt-

jfinuAet/ WoiA - 2200 00
<^€C^ ^ QfwA/lgmfynli ^00 00
&/ole (^leduiM - /50 JO
oMole* en AanJ ad

^i M.SB. - //^cJ* 00

^oict/SMf^otAiceA $^3^/4- /O

aA^. MM. - fOO 00
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S'iUn'* QjVet ''4a/,Ha/ - $^22^4- 35

'4a/H^a/ S'^22'/4 3o\ '^^ain - '

- SSfJ iS

^«<W. - -
3J'^ /'J

i'mx'd oJVf.i '^a(» S'/J'^- 3'> ^ii'm'd ^^aln -^"/O 4- 35

y J// /<$*;

^ie4eni oA^ti %a^ufa/$(U3'/ A5*

y J// //

^ir6en/0A^f/7^„^ufr,f S^-/3'/ //
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Memoranda or Hastings & Durham's business transac-
tions DURING THE MONTH OF MaY, TO BE RECORDED AND
WORKED OUT SAME AS PRECEDING MONTH.

^p" Before recording the transactions of tliis month enter
the difference between the debit and credit side of the Day
Book for the last month and the gain, added together, which
amount to $12208, in the credit cohimn, as explained, before
commencing the Set.

1877.

May 1. Bought of D. S. Elgin & Co., Bill of Lumber, amount-
hvj: to $120.50 ; Paints, Varnishes, &c., as per Bill.

$30.40.
" 2. Sold T. K. Frontenac, 1 Rosewood Tete-a-tete, $40 ; 1

Gothic Mahogany Bedstead, $18.50
.;

6 Carved Ma
hogany Ciiairs, at $4.50.' Cash sales this day. $75.40.

" 3. Sold J.' H. Lambton, 1 Mahogany Bureau, $16; 1

Black Walnut Centre Tabfe, $15 ; 1 pair Ottomans.
• $10; 1 Stuffed Back Chair, B. W., $12.75. Cash

sales this day, $120.
" 4. Sold T. M. Welland, 1 Double-leaf Secretary, $30 ; 8

Kitchen Chairs, at 50c. Paid our Note favor of A.
Ging, $350. J. H. Lambton has returned the

Bureau bought on the 3rd inst., it being too large

for I'oom, for which we give him credit, $16. Cash
sales this day, $160.40.

'' 5, \. E. Siracce paid on account Cash, $125. Sold
Edward Huron, 3 Cherry Wash-stands, at $3 ; 2

Looking-glasses, at $4.50. Paid for Cleaning Store-

room, $3. Cash sales this day, $^5.25.
". Sold Peter Grey, 1 Hat-stand, Mahogany, $12.50.

Paid Men's Waires for week, $40.50. Cash sales,

$75.35.
" 8. Bought from George Young & Co., on our Note at 3

mouths, Merchandise, as per Bill, $450.50.

Note.—As no personal account is affected by this

. transacfci{.>n, it is merely entered in the Bill Book.

" " Sold R. J. Bruce, 3 Mahogany Arm Chairs, at $4.25.

Oo-sh sales this day, $137. iO. Peter Cooper paid !iis

Note of April 4th, $20.
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1867.

May 10. iiuld D. S. Elgin, X Hall Stand, $5.50 ; 6 Parlor Chairs,

at S4.2o ; I Piano Stool, §10. Received froiu A, R.
Himcoe Lis Note at 1 month lor $50. Paid for Post-

age Stam])^;, $1.50. Cash sales to-day, $170.15.
" 11. Sof^l Peter Grey, 10 Stufled Arra Chairs, at $10 each

;

12 Carved li. W. Centre Tables, at $30 each. Ee
ceived his Note at 2 mouths for $200. (yash sales.

$170.60.
'• 1 2. Keceived from A. Simcoe Cash for his Note of April

9th, $28.
" 13. Iteoeived from A. K. Simcoe, Note against John Long,

dated the 4th insb., at 3 moniks, for $100. Sold T.

K. Frontenac, 1 complete Parlor Set, $150. Received
in part piiyment Wm. Wilbon's Note , dated Jan.

1-tth. at 4 months, for $100. Received from F. M.
Welland, on account, $25. Cash sales this day,

$134.20. Paid Worlunen's Wages in cash, $56.50.
'* 15. Sold A..E. Simcoe, 4 doz. Caue-bottom Chairs, at $14

;

6 doz. Carved Mahogany at> $25. Receiveil in part

payment his Note at 1 month fur $100. C'a,ih sales

to-dny, SI 96.70.

" 17. Sold R. J. Bruce, 1 Corner Stand, |12.50 ; 1 French
Bedstead, B. W., $18.50. Rey^ive<l in ^art pay-

ment cash $20. Wm. Wilson paid his Note due
to-day, $100. Qg^ sales, $215.

" 19. Boil owed fromj^^^ Huron, Cash $5 account, $5,

Bought of j^pbipaftg & Co., Merchandise, as per
Bill, $425, |^pml» we gave our Note at 1 moiah.
Ca^h sales, 867.40.

" 20. Sold D. S. f:igin & Co., Extension Dining Table, $45,
and received in part payment Cash, §25. Paid
Workmen cash, $64.70. dish sales, $110.40.

" 22. Received from F. M. W^elland, an Order on R. J.

Bruce for $20, which Mr. Bruce accepts, and piaces

to our credit.

Note.—Credit F. LI. Welland with the amount of

Older, as you received it on his account, and debit

Mr. Bruce.

• Received from Edward Huron, Cash, $5. Paid fur

sundry expenses—Postage, $2.25 ; Advertising,

$15.60 ; Carting and Piling Lumber, $4. Cash

ides, $64.70.
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1877.

May 24. Sold F. M. Wellatid, 3 Patent Pivot Chairs, at $8
Keeeived in part payment, Note against li. Camp,
dated Feb. 4th, 1877, at 4 months, for $15. Cash

aales this day, S 137.20.
" 25. R J. Bruce returned the French Bedstead, B. W.,

$18.50, purchased on the 17th inst., for which we
give him credit ; and sold him instead, 1 Sofa Bed-

stead, Patent, $40. Cash sales, $20.
" 2G. Gave E. Huron our Note at 3 months for $17, in set-

tlement of account. Gave
. M. Welland,

an Order on T. K. Frontenac for $6.90.

Note.—This transaction necessitates two entries.

Charge Welland with the amount of the Order,

and credit Frontenac.
" 29. Gave D. S. Elgin our Note at 1 month for $50.

Bought of Jones, Smith & Co., Merchandise, as per

Bill, $500. Gave in payment, Peter Grey's Note oi

May 11th, for $200, and our own Note at 3 months
for the balance, $300.

Inventory of efi-'egi'S on hand. May 31st, 1877.

Merchandise, as per Inventory .... $5100 00
Materials and Unfinished Work - , . . 3500 00

Tools and Implements - - - - - - 575 00

Store Fixtures 150 50
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QUESTIONS FOR REVIEW.

What additional books are used in this Set ? How may a proof ol

correctness V)c obtained ? How often are books closed in most business

houses ? What is tht.' difference between the Day Book of this Set and that

of Set II.? What advantage is there in i)lacing debits in one column and
credits in amither ? Does a chock inarlc show that an entry has been cor-

rectly posted ? What do the Day Book and Cash Book cjive a complete
historj' of ? What is tlio Cash liook a check against ? What is the left

column nsed for, and winat the right? W"hat does the diil'crence between
the footings of the tw(^ sides show ? What exists if tl3o difl'erence does
not agree with the casli on hand ? How often is the Cash Book balanced
in this Set? What is tlie use of tlie liill Book ? What advantage is it

to know when notes matuie ? How are invoices entered or Ijept ? What
does the Inventor}' Book contain ? How and when should names be en-

tered in the Index ? How are tlie books of this Set opened ? What
advantage is gained by entering the transactions in all the books for

each day before taking any entry of tlie succeeding day ? What accounts
are first opened in the Ledger ? How is the proof of posting obtained ?

What is done immediately after posting? What should be done before

commencing the second month, in order to make the excess of credit in

the Day Book equal to that of the Ledger ?

The following questions to be answered from the Ledger and State-

ments ;

—

What persons owe the Firm at the end of the first month, and how
much ? Whom do the Firm owe, and how much ? What is the differ-

ence between the total debit and credit balances of the Ledger ? Give
a list of the resources of the Firm. Of what do the liabilities consist ?

What is the net capital, and how found ? How much did the Firm
invest? What is the Firm's net gain, and how found? What is each
partner's net capital at closing ? How found ? What is placed to the

credit of each partner before closing his account? What is the differ-

ence between the debit and credit sides of the Ledger at the end of the

second month ? Of wliat do the assets and liabilities consist ? What is

the net caijital of the Firm? What is the Firm's net gain? What
is each partner's net capital at the close of this month ?

SINGLE ENTRY NOT A PERFECT SYSTEM OF
BUSINESS RECORD.

The pupil will do well to read again the introductory chap-

ters. From the general view there given of the information

which a set of ac-connis should furnish, he will he able to form
an opinion as to how f;ir Single Entry accomplishes it. He
will remcmher tliat a couiphite set of accounts ^should hoth de-

fine the present Financial State of the Business, by

showing the Assets -.ind Liabilities, and also tell us how
'his condition has been brought about, by showing

8U



BOOK-KEEPING.

the Original Capital, and tm various subsequent Gains and
Losses.

If he will open to the example of connected accounts (pa;>es
19 to 29), he will see that Single Entry, so far as the Ledger
is concerned, does not meet even the Jirst requirement. For
(leaving out -of consideration the proprietor's Capital Account)
it shows only the debts owing to us and by us on personal
account ; that is, debts owing to us for which we have not re-
ceived others' notes, and debts owing by us for which we have
not given our notes. This, however^is compensated for in Set
III., by introducing the Cash Book and Bill Book ; so that,
taking them in counection with the Single Entry Ledger, 'we
have the material for finding all the Assets and Liabilities, ex-
cept the asset of unsold merchandise, which, in most cases,
will have to be found in either system by actual taking oi
stock.

But in reference to the second requirement, the only elemeiu
he has is the Original Capital, as shown in the proprietor's
Capital Account ; he has nothing to show how much has been
gained or lost on sales, and what incidental expenses have been
incurved. If he iiad also a statement of the cost of the coods
purchased and the proceeds from sales, and one for the expenses,
he would have all the data necessary for meeting the second
requirement. He would, in fact, then have all the" data which
Double Entry supplies, although not contained between the
two backs of the same book—the Ledger. His Casli Book
corresponds to his Cash Account in Ledger ; his Bill Book to
his Bills Eeceivable and Bills Payable accounts ; his statement
of the cost and proceeds of merchandise to Merchandise A<'-

count; and his statement of incidental expenses to Expense
Account.

He will have no difficulty in seeing that if he has the menus
of ascertaining the present state of affairs by two methods so
nearly independent of each other as these are, he possesses
strong evidence of the accuracy of his books. Nor will he be
slow to perceive the advantage arising from being able to com-
pare his gross profits with his expenses, s» that, if need be, he
ma,y eitlier increase the former, or curtail the latter. Now,
Double Entry does this in so systematic a matnier, and, under
proper arrangements, with so little labor adilitional to that
required in Set III., that we may well wonder that any business
man should iK'i;iiidge that little extra l.ilior, in view of the
advanta:i. i thereby secure.'90
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We are now about to introduce the pupil to tlic more
perfect system of Book-keeping by Double Entry. We
trust he will still continue to keep the end he is aiming at in

view. If he does so, and pursues his work in a philosophic

spirit, we have no doubt he will be able to endorse the words

of Jackson, an old author of a very excellent work on this sub-

ject :
— " It is a science whose principles are so simple and solid

;

its conclusions so natural, evident and certain ; and the sym-

metry of its several parts so complete and harmonious, that,

the very speculation is no less pleasing than the practice is

profitable."

CHAPTER VII.

BUSINESS FORMS.

An acquaintance with the forms of business papers in gene-

ral use is indispensable to every one who would master the

Science of Accounts. Not only should their natiire and use be

fully understood, but the ability to make them out readily and
conectly should be acquired. For this reason the pupil should

study and copy the following Forms, which are among those

most used, until he can write them out readily without referring

to the book.

RECEIPTS.

A Receipt is an acknowledgment in writing of having received a

certain sum of money, or other valuable consideration.

When a payment has been made, a receipt should be taken as

proof of the payment. It may not in all cases be necessary, but
when important interests are involved, nothing should be left to

uncertainty, if it can so easily be avoided. A Receipt often saves

misunderstandings and loss of friends, as well as loss of mioney.

Receipts should be carefully preserved, as many instances have
occurred in which claims have been presented after they were paid.

When not written in a book specially prepared for the purpose,

they should be kept in a ])lace of security, so that they may he

rcttdiiy produced if neede<l.
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RECEIPT FOii, PAYMENT ON ACCOTOTT.

Toronto, Ont., J;in. 1st, 1877.
Received from W. H. Yourex Fifty Dollars on account.
^0. E. SCARLETT.

EECEIPT IN FUXL OF ACCOUNT.

Belleville, Jan. 1st, 1877.
Received from W. R. Ross Seventy-five Dollars in full of account

to date.

$75. CHAS. ADIN.

RECEIPT IN LULL OF ALL DEMANDS.

Napanee, Jan. 1st, 1877.
Received from Henry Bros. On© Hundred and Fifty Dollars in full

of all demands.
$150. J. A. ERASER.

RECEIPT FOE A PARTICULAR BILL.

Kingston, Dec. 1st, lo7G.

Received from Beatty & Wallliridge Five Hundred Dollars, in

jiaynient for a bill of groceries of this date.

J. OARRUTHERS.

RECEIPT FOR BORROWED MONEY ((!R BORROWED MONEY DUE BILL).

Iicton, Jan. 1st, 1877.
Borrowed and received from .John S. Miller Four Hundred and

Fifty Dollars, which I promise to pay on demand, with interest.

$450. B. BORROW.

RECEIPT FOR SERVICES.

'Hamilton, Dec. lat, 1876.

Received from Geo. Wailbridge Forty-seven Dollars, in full for

services to date.

$47. 0. PATMAN.

EECEIPT I'OR A NOTE.

London, Dec. 4th, 187G.

Received from J. 13. Ashley his note of this date, at fourmonthg,
for Five Hini<lred Dollar.^, in full of account rendeied to 1st inst.

S&OO. a. G. BOLTON d: CO
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UEOEIPT FOR KENT.

Monrreal, Dec. I at, 1876.

lleceivetl from P. (J. West & Co., One Hundi-ed aud Twenty Dol-

lars, ill full for one quarter's rent of store No. 96 McGill Street
;

due 20tli ult.

$120. E. HAEBISON.

RECEIPT FOB lUTEREST DUE ON MOBXOAGB.

Toronto, Doc. 5th, 1876.

Received from JR.< ibert Smith Twenty-nine j^*^- Dollars, in full for

six months' interest due this day, on his mortgage to me, bearing
date Dec. 6th, 1873, for Five Hundred and Ninety Dijllars.

£0
TOO-$29^^/;. S. G. BEATT Y.

RECEIPT FOR >-.4.YiilENT BY THE HAND OF A THIRD PARTY.

Halifax, Jan. Isfc, 1877.
Received from John Jones, by the hand of R. Howe, Fifty Dol-

lars, in full of his account.
^

WM. B. DEAN.

INDORSEMENT OF A PARTIAL PAYMENT ON A NOTE.

Bowman ville, Jan. 1st, 1877.
Received on account of the within note, li'orty-five Dollars.

$45. /. 8. MLLLER.

AGENT S RECEIPT.

Brantford, Sept. Ist, 1876.
Received from M. L. Perkins, Two Hundred Dollars, to apply on

his account with C. P. Stanwood.
8200. A. L. HOWARD, Agent.

BILLS AND INVOICES.

A Bill of Goods is a wrihten description of the quantity and price

of goods sold, with the time or date of the transaction, and the
names of the. purchaser and seller.

An Invoice is a full account of merchandise, in which the marks,
numbers, contents, and value of each package, together with all

charges, are dosoribed.

When anything is" purchased of another, or is to be charged in

acc<mnt, it is well to take a Bill for it. The Bill will be a reminder
to make the jjroper entry in the books concerning it, and will also

serve as a voucher for items, prices. &c. Even when cash is paid,

the Bill is frequently needed for reference.

Invoices are usually pasted in a book, or neatly folded and
marked on the back with the name of the person from whom
bought, the date and the amount, and then put up in monthly
packages for safe k<»eping.
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1. BILL NOT RECEIPTED.

TaRONTO, January 1st, 1877.
Mr. CHAliLES D. PUTNAM,

Bought of Wm. L. Brown & Co,
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4. MONTHLY STATBMENT.

Toronto, Jan. Ist, 1S77.

Messrs. SMITH & JONES,

To Sinclair, Jack & Co. Dk.

1876.
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2. FOKKIGN INVOIGK.

Glasgow, 5th Aug., 1876.

Invoice of oiie Package, marked and numbered as per margin,
shipped aa per Hiberrdan S. S. from Glasgow, for aiid on account of

Messrs. O. 0. liolton <k Co., Toronto, Canada.

Bought of ARTHUR & CO.

London Warehouse, Old 'Change. ( G. G. H. & Co. No. 238.

Bradford Warehouse, Grange St.
)

T.

II 4 Pes Check Wincey

" 56|, .57, 58, 59
" Shepherd
" " 5U, 54
*' All Wool Tal-tau,

29 3 2

" Clan Serge,

" Super "

Box and Oarta<2:e

228
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ORI>i:ii FOli. Muxay.

Turouto, Jiin. 2nd, 1S77.

Mr. W. J. Gajrc.

Please pay to A. H. Jones, dr Order, One Hundred and Ten
DoUais. and charge the same to mj'^ account.

$110. FETER COOPEB.

DUE BILLS.

A Due Bill is a written acknowledgment of a debt. When it is

intended that a Due Bill should be paid at a defiuir.e time in Vim

future, the date of payment should be specified.

DUK BILL b'OK MONEY.

Hamilton, Jan. 9th, 1S77.

Due Samuel Clara, for value received, One Hundred Dr)llar8.

61 00. GEO. H. CAMP.

DUB BILL JfoR GOODS.

Kingston, Jan. 3rd, 1877.
Due Saijford Farmer, Twenty Dollars in goods fi'om our store.

«20. ROUS ik BZ IN.

PROMISSORY NOTES.

A rromissary Note is a written proinist to pay ii/ncuiuUtiioudlij, o/it/i,

at all events, u specified sum of rnQney.
When a Note is given or received, it should be entered in tln'

person's account with whom the transMction occurs, in the sani-

manner as cash would be entered. The Note settles so much of th'.-

account, and may change hands many times before it becomes du'
,

and it must be paid to the holder. Should suit be brought becaust;

not paid, it would be brought upon tht; note instead of upon the

account.

FORMS OF NOTES.

NEGOTIABLE WITHOUT INDORSEMENT.

London, Oct. 8th, 1876.

«100.
Three months after date I promise to pay S. G. Fieatty, or

Bearer, One Hundred Dollars, value received.

THOMAS WIT. I [AMb.
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NBQOXIAJBLE BY INDOKSEMENT.

Hamilton, Oct. 28th, 1878.

$100.
Three months after date I promise to pay S. Clare, or Order,

One Hundred Dollars, value received.

THOMAS WILLIAMS.

NON-NEGOTIABLE.

Toronto, Oct. 28th, 1876,

$100.
Three months after date I promise to pay George Dean One

Hundred Dollars, value received.

THOMAS WILLIAMS.

DATABLE ON DEMAND.

Kingston, Oct. 28th, 1876,

$100.
On demand I promise to pay Messrs. Jones & Brovrn, or

Bearer, One Hundred Dollars, value received.

THOMAS WILLIAMS.

PAYABLE AT BANK.

Bradford, Nov. 5th, 1876.

Three months after date I promise to pay John Smith, or

Order, at the Bank of Commerce here, One Hundred Dollars, value
received.

PETER J. WILSON.

PAYABXE AT BANK, WITH INTEREST.

Belleville, Oct. 28th, 1876.

$342.42.

Three months after date we promise to pay Messrs. East &
West, or Order, at the Merchants' Bank of Canada, here. Three
Hundred and Forty Dollars and Forty-two Cents, with Interest at

seven per cent, per annum, value received.

SMITH, JONES d; CO.
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JOINT NOXB.

Montreal, Jan. 1st, 1877.

SoOU.

Three months after date we jointJy pronnse to pay R. Brown,
oi- Order, Three Hundred Dollars, value received.

H. T. HAMLY.
J. G. ISHERBT.

JOINT AND SEVERAL NOTE.

Port Hope, Oct. 28th, 1876.

$210
Ninety days after date we jointly and severally promise to pay

Geo. WaUbridge, or Order, Two Hundred and Ten L^oliars, value

received.

JOHN BBOWN.
I

WILLIAM BBOWN. \

DRAFTS.

A Draft is an unconditional written Order, addressed by A. B.

to C. D., du-ecting him to pay E. F. a certain sum of money. A. B.

is said to draw on C. D. in favor ot E. F. A. B. is called the

Drawer, CD. the Drawee, and E. F. the Payee. A. B. may direct

the money to be paid to himself, in wliich case he is Payee as well

as Drawer.
To make it an i/oligatiou on the part of C. D. he niust accept it,

which is coumioniy done by wTitini,' the word " accepted " and his

name across the face of it.

Drafts may be made payable at a certain time after date, a cer-

tain time after sight, at sight, or on demand. It is usual, and
advisable, to ruESENT FOR acceptance all Drafts we receive, except

thi>ae payable on demand. With regard to those payable at a cer-

tain time after sight, and even th<ise payable at sight when days of

grace are alloweil, presentment for acceptance is absolutely neces-

SAKY, in order tu fix the date of payment, for which purpose the date

of acceptatxe must also be written.

l-ORM 0# SIGHT DRAFT.

Cobourg. Jan. 1st. 1877
875.
At sight, pay Henry Campion, or Order, Seventy-five Dollars

and charge to account of

JAMES JOHNSON.
To A. R. Haaimek,

Whitby, Ont.
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TIME DKAKT.

Toronto, Nov. 1st, 1877. -

$200.
Thirty days after date pay to the Order of W. R. Lingham,

Two Hundred Dollars, value received, and charge to the account of

S. T. VANCE.
To Isaac East,

Oshawa, Ont.

TIMB KBCKONED AFTER SIGHT,

Hamilton, Jan. 3rd, 1877.
$257.

Thirty days after sight pay to the Order of W. 11. Lingham,
Two Hundred and Fifty-seven Dollars, value received, and charge
to the account of

S. T. VANCE.
To Isaac East,

Oahawa, Ont,

QUESTIONS FOR REVIEW.

FORMS OF BUS1NES.S PAPERS.

What should be understood concerning the papers used in business ?

What ability should be acquired ? What is a Receipt ? Why should
Receipts be preserved ? Give the vs'ording of a Receipt for payment on
account. A Receipt in full of account. A Receipt in full of all de-

mands. A Receipt for a particular bill. A Receipt for borrowed
money. A Receipt in full for services. A Receipt for a note. A Re-
ceipt for rent. For interest due on a mortgage. For payment by the
hand of a third party. What is a BiU of Goods ? What is an Invoice ?

Of what use is a Bill of Goods? How are Invoices usually preserved ?

Write a Non-receipted Bill of Goods. A Receipted Bill. A Bill paid

by Note. What is an Order ? Of what is it a voucher ? Give the

form of an Order for Goods for another person. An Order for Money.
.\iv Order for Goods for yourself. What is a Due Bill ? Write a Due
Bill payable in money. A Due Bill payable in Goods, \^'^]^^t is a Pro-

missory Note ? What should be done when a Note is given or received 1

In what book is a full description of Notes entered ? Give the form of

a Note negotiable without indorsement. A Note negotiable by indorse-

ment. A non-negotiable Note. A Note payable on demand. Payable
at bank. A Joint Note. A .loint and Several Note. What is a Draft ?

When are Drafts made payable ? When made payable at sight, or a

certain time after .sight, what should be done to fix the date of paj'-

mi nt ? How is a Draft accepted? Give an example. What should

also be written if the Draft is drawn payable at sight or after sight ?

Give the form of a Sight Draft. A Time Draft. A Dr?.ft where time is

reckoned after sight.
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DOUBLE ENTRY.

INTRODUCTION.

A COMPLETE set of accounts, as the pupil is already aware,
should furnish the means of readily dec(!rmining—

1. The Present Financial Position, by showing the

present Assets and Liabilities.

II. How this position has been attained, by showing
the Original Capital and the subsequent Gains and
Losses.

As the result in the latter case must be the same as in the
former, the problem for the pupil may be thus stated :•—

" Given, ihefivancial condition of a business at the beginning of a
certain period, the transactions during tlie period, and the vahie of

the goods remaiinng at the end ; it is required to record and classify

these various items, so as to exhibit the financial condition at the
end. First, from a statement of Assets and LiabiJities at that
time ; second, from a statement of the Gains and Losses, in connec-
tion vjith the Original Capital ."

He has seen that the Single Entry Ledger contains only
perscval accounts, and that, even with the aid'of the Cash Book
and Bill Book, it is not competent to do more than comply
with the first requirement. It is, therefore, as a system,
imperfed.

He has also seen that Double Entry supplies the defect of

Single Entry, by keeping accounts not only with the jyersoiis

with whom business is transacted, but also with every form of

value exchanged, and with cverij source of receipt atid expenditure.

It thus shows, in addition to all that Single Entry does (even
with the aids above mentioned), the various giiannels through
which the gains and losses have been made ; thereby afford-

ing, not only presumptive evidence of the correctness of tlie

work, but also a basis upon which to plan future enterprises.

Double Entry, therefore, meets both requirements,
and consequently recommends itself as a perfect system of
Account Keeping.
Such a problem as the one just stated the pupil has already

solved in the example of connected accounts, or Double Entry
102



BOOK-KEEPING.

Ledger, as we may call it, pages 22-25. One of the methoili.

reconinii'iided for doing that exercise was—to take one trans-

action, make the proper entries in the two accounts affected by
it, and then proceed to the next. As all the transactions were

on account, a personal account was affected in each case. And
he will, no doubt, remember that every time he-; dehitcd a pe,r-

sonal account, he credited uith an eqiud amoavi on impersmtal one

(one in the name of a tJdng, not of a person) ; and similarly,

every time he credited a personal account he debited an im-

personal one with the same amount. A constant equilibrium
of debits and credits was thus kept up. This, indecxi, is a
fundamental principle of Book-keeping by Double
Entry. For evert/ dollar and cent pjaced on one side of the Led-

ger, there- mud he just as many dollars and cents placed somewhere

on tlie other side.

Wiiatever diflferenoes there may be in the working out of

tlie following sets, the pupil will observe that they are merely
peculiarities. The same geneial principle runs through the

whole. The particular metltod or form in which books are

kept is not essential, so long as it conforms to the principle of

equal debit and credit.

BOOKS USED.
*

If we sell goods to Benjamin Worth, without receiving at

the same time anything in return, the two Ledger accounts
affecteil are Benjamin Worth and Merchandise, and we
may, if we like, at once debit Benjamin Worth, and credit

Merciiandise, without previously entering the transaction in

any other book. The Ledger, indeed, is not only the princijyo.l

book, but it may be said to hf the only essentially necessary one.

If other books are used in addition, they are for convenience

only, and are, in general, subservient and contributory to it.

When the pup-il finds that^their use promotes the neatness,
condensation aiwi accuracy of the Ledger, he will

gladly avail hi:ns(t|f of theui as they are introduced, and keep-
ing always in mind tlie grami result he is aiming at, he will

have little, if any, difficidty in comprehending their nature.
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BOOKS USED IN SET I.

The books used in the First Set are the Day Book,
Journal am] Ledger. These are commonly called principal

books, in relation to others, called auxiliary books, about which,
however, the pupil need not trouble himself at present.

DAY BO :^

This book is sometimes called The Blotter, and it is not an
mappropriate name for some people's Day Books. It should
contain a concise and comprehensive history of the merchant's
business transactions ; commencing with an inventory of his

effects, and the debts due him ; also of the debts due by him
to other?.

After this his business transactions should be recorded at

tlie time and in the order in -which they occur. Every entry

should embrace the following particulars :—1st, the date ; 2nd,

the person or account ; 3rd, what j^ou have bought or sold,

paid or received ; 4th, the terms of payment ; 5tli, the articles,

quantities, prices and amounts.
In writing this book, everything should be clearly expressed

in as uniform a style as possible, and the use of ambiguous
words and phrases carefully avoided.

JOURNAL.

The purpose of the Journal is to state, with regard to every
Day Boole entry, which accounts in the Ledger are to receive

entries, on which side of the account, and for how much ; so

tliat the posting to the Ledger may be rendered more easy,

fsnd less liable to error.

In journalizing any Day Book entry, therefore, the three

questions to })c decided upon are—Which accounts are aflfectetl ?

On which side 1 and, For -what amount 1 If the pupil has
mastered the two chapters on Examj)les of Accounts, i:)ages 12
to 30, he will have little, if any, difnculty. If he has not mas-
tered them, he will do vveli to reai] them again very carefuUj'.

In any given set of transactions, l)efore applying the above
qnosti(ms, \v(> must settle upon the names of the accounts we
intejid to o2)cn. For instance, in the First Set w^e are dealing

104



BOOK-KEEPING.

in two kiiuls of Wheat and two kinds of Flour. We iini at

liberty to include all these under the head of Merchandise ; or

both kinds of flour under the head of Flour, and both kinds ol

wheat under the head of Wheat ; or to have i'our accounts,

one for each kind of flour and one for each kind of wheat. In

this Set the second cour^^e is adopted.

A little reflection will point to the accounts aflected.
We shall be directed to the side aftected by asking —If it be

SL pei'somd one,

—

''Did he receive from zis or deliver to us ? " If it

be an impersonal one,—" Did we receive the iking or part with

it ? " With regard to those impersonal ones which show 1o3J<

or gain, as Merchandise, and especially Interest and Expense,

the question, " Did the thing cost its value ov prodiice us value ]
"

may indicate more clearly to some minds the side affected.

The pupil will observe, however, that this is only a raodiiied

form of the previous question. For the thing which has cost

us value must have been received, and that whicli has produced

us value must have been parted with.

In the entry, January 2, "Sold James Hirnmer, Whtjat on
account, $150," it is evident that the two accounts afi^ecLed are

James liimmer and Wheat. As he is the receiver, his account

must be debiied : and as wheat has been parted ivith, Whi'at

account must be credited. This may be indicated in the Jour-

nal in several ways, for example :

—
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Cash ; Flour on the debit side because it came in. Cash on the

credit side because it went out. Wm. Lingham's account is Jiot

iiffeded, because his relation to us as Dr. or Cr. is not changed
by the transaction ; and, therefore, we need not make any
entry in his account. We may ; but if we do, we shall have
to credit him with the Flour he has delivered to us, and then
debit him with the Cash he has received from us. And these

two entries, being equal in amount, would have the same effect

upon the account as if no entry had been made.
Two acc-ounts at least will generally be affected in any trans-

action. There may be more. In the opening entry, Jauuary
l^t, four accounts are affected—Cash, Flour and Wheat on the
Dr. side, because all these came into the business ; and the

proprietor's account on the Cr. side, because he jjat them into

the business. Adopting the, second mode of Journal entry,

and using the term Stock to represent the proprietor, instead

of using his own name, the proper Ledger entries will be thus

indicated :

—

Cash
Flour

Wheat

Dr.

To Stock

4000
1000
3000

800050

We have adopted, for the present, the second mode of jour-

ualizing, for a reason which will be better appreciated when
we speak of the Ledger. We must, however, caution the pupil

against attaching to the word " To" in the expression " James
Eimmer, Dr. to Wheat." the meaning which, from the ordinary

use of language, would naturally suggest itself. The plain,

naked fact is. that James Eimmer is Dr. to US for Wheat. If

we had this Journal entry, " Charles Adin Dr. to Benjamin
Worth," it would simply mean that Cliarles Adin is Dr. in

relation to US, and that Benjamin Worth is Cr. in relation to

US. We have nothing to do in our books with the relation of

outside parties to one anoilier as Dr. or Cr., but only with the

relation of these parties to us. Indeed, so fc^r as these two per-

sons are concerned, the meaning we would naturally attach co

the expression is the very opposite of the fact. For, the circum-

stance which originater! the entry (which may have been our

giving lo Charles Adin our order or draft upon Beujarain
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Worth) wuulil actually make Benjamin JFtnih the Dr. of Charles

Adin.

The pupil cannot fail to have observed that his ahility to

jouriialize any transaction must depend entirely upi:>ii his know-
ing what entries should be made in the Ledger, and this

depends upon his having a clear idea of the nature of the
different Ledger accounts.

The name of this book. Journal, is not suggestive of its

use. From "jmr," French for day, it is synonymous with
Day Book, and was appropriate when it was the practice in

the Journal not merely to indicate the proper Ledger entries,

but to add the fidl details ot the transactions from the book ot

original entry, then called the Wa.ste Book.

LEDGER.

The Ledger is the book in which the transactions, scattered

through the Day Book without order as to kind, are arranged
under distinct and appropriate heads, called accounts. The
amount put into the business by the proprietor, or taken out
by him, is put under His OWN name, or under the name oi

Stock, or Capital ; every item affecting the debit or credit,

on account, of any particular person towards us h placed under
that person's name ; all receipts and payments of cash, under
the head of Cash ; others' notes received and disposed oi,

under the head of BiLLS Reckivable ; our notes issued and
redeemed, under the head of Bills Payable; purchases and
sales, under MERCHANDISE ; and incidental outlay, under
Expense.

It has already been remarked that the proper entries might
be made in the Ledger at the time of the transaction, without
being entered in any other book whatever. Two inconve-
niences, Itowever, would follow. The Ledger would have to

contain the details of the transaction, which would make the
accounts very unwieldy ; and in the hurry of business it woujd
be impossible to make the original entries in the Ledger so

neatly as is desirable. By first entering the particulars of the
transaction in the Day Book, we need only transfer the amount
to the Ledger, with a wwd or two to explain the entry ; and
the transferring ot p''Stinf/ to it can be done at leisure.

The original entries being made in the Day Book, they may
be transferred to the Ledger witliont the aid of the Journal

;

and in modern practice, where tlie original entries are so made
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that the purchases, sales, cash receipts and payments, are kept
separate from one another, it is unnecessary, its introduction,

however, into the preliminary sets, will more deepl}'^ impress

upon the mind of" the pupil the principle of equal debits and
credits ; and when it is formally dispensed with he will more
clearly see that its essence is retained in the peculiar mode of

makiug the original entries.

Names and Oeder of the Accounts.—The pupil need
scarcely he told that the Journal contains the names of all the

accounts that are to be opened in the Ledger. Although in

practice it is usual to give a page to each account, we will

apportion to each, only so much space as is necessary. In text-

books generally no definite order is observed, but as advantage

may result from attention to this matter, we will take first,

Stock ; after that, all the accounts which show an asset or a

liability, beginning with the most available asset ; and lastly,

those showing a loss or a gain. We shall thus have the accounts

of the First Set in the following order, namely :—Stock, Cash,

Bills Eeceivable, Bills Payable, Personal Accounts, Flour,

Wheat, Expense. The headings should be written in a clear

text-hand, and the abbreviations, Dr. and Cr., may be placed

at the top of the page only.

Posting.—Transferring an entry from any book to the

Ledger is tevmad jwsiing, the word •'post" as a verb, meaning
siu)})ly to put, to place. If the posting be done direct from the

Day Book, it is an intelleciutd operation, because for each separ-

ate Day Book entry we have to think which account, and which
side of it, is affected. But all the thinking has been done in

journalizing, and the results are so registered in the Journal,

that posting from it is reduced to a mere mechanical operation.

The first Journal entry is a plain direction that Cash, Flour

and Wheat are to be debited respectively with the amount
placed opposite to them, and that Stock is to be crt;dited with

the amount placed opposite to it. Thus :

—

Dr. Cash. Cr.

18771
I

11 "T[":
'

r~Tr
Jan. 1 To Stock 4000 50; I

'

1

1
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Dr. Flour. Cr.

1877| , 1

Jan. 1 liTo Stock
i

1
i

1
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JET I—DOUBLE ENTRY.

The following Set is worked out in full, in order to show
the pupil the proper form of carrying the transactions through

tiie different books, and should be thoroughly understood iu

every particular before proceeding further.

The transactions are first taken from the " Record," (which

is snjiposed to be a memorandum of the merchant's business

tiaasactious in the date and order of their occurrence,) and
arraiiged properly in the Day Book, after which they are jour-

nalized and posted.

A faithful adherence to the foregoing instructions and illus-

trations will enable the pupil to record, readily and correctly,

the fullowiag exercise, which should be first written on Skeleton

paper prepared for that purpose, or on blank paper ruled up by
the student himself.

SET I.—PRODUCE BUSINESS.

It is expected that the student will not merely copy the

exercises in connection with this Set, but that he will work
them out for himself according to the forms given.

RECORD OF TRANSACTIONS.

Toronto, January 1, 1877.

Commenced business, investing as follov.-s :—Cash - $4000 50
500 bbls. Extra Flour, at $6 - - - 3000 00
800 bush. Fall Wheat, at $1.25 - - - 1000 00

Jan. 2. Bought of W. Linghara, for oash, 50 bbls.

Superfine Flour, at ^6 - - - - 300 00
*' " Sold James Rimmer, on acc't, 100 bush. Fall

Wheat, at $1.50 150 00
" " Bought of H. Corby, on my note, 200 bush.

Spring Wheat, at $1 - - - - 200 CO
" 3. S<dd Robert Thompson, on acc'fc, 400 bush.

Fall Wheat, at |l.o0 - - - - 600 00
" " Bought of W. Ijingham, on my note, 100

bbls. Superfine Flour, at $6.50- - - 6-^0 00
" " Bou!i'ht of James Wilson, for cash, 200 bush.

Fail Wheat, at $1.50 . - . . 300 00
" 4. Sold John Smith, for his note, 100 bush.

Fall Wheat, at $1.75 - - - - 175 00
110
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INVENTORY OF GOODS REMAINING UNSOLD.

600 bbls. Extra Flour, at $6.00
50 " " 5.30 -

200 bush. Fall Wlieat, 1.25 -

50 " " 1.40 -

BOO « Spring Wheat, 1.00 .

- $3600 00
- 315 00



(2)
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Toronto, January 2, 1877.

I
' Cai'iipil over

I
lBougl)t of W. Linghain for cash,

Super. |v/ 50 bbls. Flour $6 GO

Fall. \y/

Sold James liiujiuer on acc't,

100 l)ush. Wheat $1 50

i
I

Bought of H. Corby on my note,

Spring.
I

v'i 200 bush. Wheat ^1 00

3

Sold Robert Thompson on acc't,

Fall. ;>/! 4('0 bush. Wheat $1 50

I

BouffhtofW.Linyham, onmynote
Super. ^ 100 bbls. Flour $6 50

Fall

Fall.

Bou.ght of James W^ilson for cash,

x/ 200 bush. WJ^Nit $1 50
' 4

Sold John Smith for his note,

v/ 100 bush. Wlieat $1 75

x/ Received of Jas. Rimmer on acc't,

Cash
5

Fall

Spring.V

Bought for cash,

v/j 400 bush. Wheat $1 40

Extra. y/

Sold James Johnson for liis note.

100 bush. Wheat $1 20
6

Bought of H. Corby on acc't, I

500 bbls. Flour §6 00^

1 Sold James Miller on acc't,

E.xtra. 'x/' 200 bbls. Flour ' $6

8000,50
I

soo'oo

150

200

GOO

650

00

00

00

00

300 00

175

100

5G0

120

3000

1300

00

00

00

00

0(]

oc

Amount forwjird |151555(
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Toronto, January 6, 1877. (3)

Spring.

Fall.

Fall.

Spring.

Spring.

Fall.

Extra.

Extra.

V

%/

Carried over

Sold for cash,

100 bush. Wheat $1 25

Sold James Rimmer on acc't,

200 bush. Wheat $1 40

v'lReceived of James Miller his note

in' full of account

.

9

v/ Paid cash for sundry expenses

Sold Eobert Thompson on acc't,

V' 250 bush. Wheat %l 50

10

Bought of W. Lingham on acc't,

450 bush. Wheat $1 00

Paid H. Corby cash on acc't—11

Soid Robert Brown
200 bush. Wheat $1 25}

100 «' "
1 30j

Rec'd in payment his note, $1501

Cash for the balance, 230'

12

Bought of W. Linghara, on my
note,

50 bbls. Flour $6 30

Paid cash for my note of 3rd inst.

i 3

Sold J. Rimmer on aoc't,

7, 200 bbls. Flour $7 00

i
1

5

250
130

00

oo!

15455 50

125 00

. 28000

i

t

1300 00

25 50

375 00

450 JOO

lOOOJOO

380:00

Paid cash in full for my note

I

favor H. Corby

Amount forw-^ard

114

315i00

650

1400

200

00

00

00

21i)5G:0'
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Toronto, January 15, 1877.

\/iReceived cash in fiiU for John
Smith's note of the 4th inst.

16

y/ Gave H. Corby my note on acc't

Spring.

Super.

Carried over
^[Received of R. Thompson, cash

I in full of acc't

Bought of W. Lingham on acc't,

550 bush. Wheat $1 00

Sold James Rimmer on acc't,

150 bbls. Flour $8 00

Received cash in full for J. John-
son's note of the 5th inst.

18

Paid cash for sundry expenses

*Inventory of goods unsold :

600 bbls. Extra Flour, at

$6 00 - - - $3600
50 bbls. Extra Flour, at

$6 30 - - - 315

200 bush. Fall Wheat, at

$1 25 - - - 250
50 bush. Fall Wheat, at

$1 40 - - - 70
800 bush. Spring Wheat,

at $1 00 - - - 800

3915

1120

00

00

2195600

975 00

175

1000

550

1200

120

140

26116

00

00

00

00

00

oc

00

* Although it is common to value the goods on h.and at tl-cir cosf price,

tiilcin^ oflF, if nHces«ary. .a yx'.r eentage for bad utoclc or de])iaci.ition in value,
it would l)e inore correct to reckon them at what they cam. be botujhl for at
tJlf time itf vrtln/il .nn,.
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SPECIMEN JOURNAL.

Some business men require their Journal to embody brief

explanations of their transactions ; but we do not introduce

this plan now, because, in his ijicipieiit steps, everytliing that

takes the learner's attention off the LEDGER TLfLES has a

tendency to perplex and embarrass him. Familiarity with the

following form will prepare the pupil for using any other with-

out difficulty.

The numbers in the narrow column to the left of the names

of the accounts are the pages of the Ledger to whicii the

various items are posted. Eacli Ledger page is inserted as soon

as the item is posted— not before.

Toronto, January 1, 1877. (1)

1 !Cash Dr.

2 I Flour "

Wheat"
To Stock

Flour Dr.

To Cash

2 iJames Rimmer Dr.

To Wheat

Wheat Dr.

To Bills Payable
3

2 {Robert Thompson Dr.

.3 To Wheat

4000
3000
1000

300

150

200

600

00

00

00

00

2 Flour Dr.

1 To Bills Payable

3 [Wheat Dr.

1 To Cash

Amounts forward

116

G50

300

10200

00

00

50

8000

300

150

200

600

650

300

50

00

00

00

00

00

()0

10200 .50
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Toronto, January 4, 1877.

Carried over
1 I Bills Eeceivable Dr.

To Wheat

Cash Dr.

To James Kimmer
5

Wheat Dr.

To Cash

Bill Receivable Dr.

To Wheat
6 —

Flour Dr.

To H. Corbv

James Miller Dr.

To Flour

Cash Dr.

To Wheat
8 -

James Rimmer Dr.

To Wheat

Bills Receivable Dr.

To James Miller

Expense Dr.

To Cash

Robert Thompson Dr.

To Wheat

10

Wheat Dr.

To W. Lingham

Amounts forward

117

10200
175

100

560

120

3000

1300

125

280

1300

25

375

00

00

00

00

00

00

00

00

50

00

10200

175

100

560

120

3000

1300

125

280

1300

25

50

00

00

00

00

00

00

0(

00

00

375

I

I

450 00

50

00

450 00

ISOlliOOjj 18011|00
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Toronto, January 10, 1877. (3)

Carried over

2 ,H. Corby Dr.

ToCas
1

Bills Eeceivable Dr.

Cash "

To Wlu-.nt
1 o

Flour Dr.

To Bills Payable

Bills Payable Dr.

To Cash
13-

2 James Rimraer Dr.

2
1

To Flour

15

1

1

Bills Payable Dr.

to Cash

Cash Dr.

To R. Thompson
" Bills Receivable

16 .

H. Corby Dr.

To Bills Payable

17

Wheat Dr.

To W. Lingham

James Rimrner Di\

To Flour

Cash Dr.

To Bills Receivable

18

3 jExpense Dr.-

I i To Cash

1801100
1000 00

150 001

23000!

315 00|

1

I

650'oo'

1400 00

20000

I

1150J00

looopo

55oloO

1200

120

00

00

140 00

18011

1000

380

315

650

1400

200

975
175

1000

550

1200

120

00

00

00

00

00

00

00

00
00

00

00

00

00

1 40 00

•2Cy]}Cj{){)\ 2oll'-00

HS
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INDEX TO THE LEDGER.

B.

Bills Receivable.

Bills Payable.

Balance.

C.

Cash.

Corby, H.

D.

K
Expense.

F.

Flour.

G.

H.

J.

Page. K.

L.

Lingham, W.
Loss aud Gain.

M.

N.

O.

P.

Q.

Page.

R.

Rimmer, James.

S. T.

Stock.

U. V. w.
Wheat.

CAUTION.—Always Index an account before entering it in the Ledger.

VVltliout tliiH precaution it may be forgotten and a second account opened

with the aame individual; and uiduiportaut aa this may ai)i>ear, it oftf

le;i<ls to very troublesome miatakeH.
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SPECIMEN LEDGER,

»-w / jLmou n tB withdrawn \
l-'I*' V and I,os», if any. /

STOCK. / InTeitments andX
^ Galu, if amy. )

c»,

1877
1
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TRIAL BALANCE.

A Trial Balance is taken to ascertain if the Debits and
Credits on the Ledger are equal, or balance.

As soon as you finish postincr all the transactions to the Led-

ger, according to tlie principle of oqnal debits and credits, yon
take off a Trial Balance. This is done by first footing thr

item's of the different accounts, placing the amounts in lighl

pencil marks, which should be erased after the completion o:

the work. The totals of the accounts are cai'ried to the Tria'

Balance, as per model form, leaving out such accounts as close

themselves. By adding to the footings of the Trial Balance

given, the footings of accounts that close themselves, you wil':

find that they exactly correspond with those of the Journal,

which would not be the case if any of tiie Journal entries were

not posted ; and as the footings of the Journal columns alsf

tally with those of tlie Day Book, it is almost conclusive tha

all the original entries have found their way into the Ledger.

There will remain two chances of error in the accounts, viz.

from improper Journal entries, or from posting to the wronj-

accounts in the Ledger.

It will be observed from the foregoing remarks, that tlu

Trial Balance is not always a strict proof of the correctness o'

the woik, though it is so nearly a test, that under ordinary

circumstajices, it mny be considered satisfactory.

It is supposed that you have gone through the pii.;cess o'

journalizing and i)Osting the preceding set, and that your Led
ger accounts present an equilibrium of debits and credits. A
Trial Balance may be taken with the difference columns only,

or with the amount columns only. The latter is very fre-

quently used in business, a form of which is given on page 122.

In a real business, a Trial Balance mo.y be taken monthly, and
should be taken as often as once in three months, even thougb

the books are clo.s*;(i but once a year. The following is another

ferm of Trial Balance, from the same Jjedger.

ilS
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TRIAL BALANCE.
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be ascertained from the accounts, but must be found by actual

enumeration and valuation ; a process known in business as

"taking account of stock," or "taking an inventory." Tiie

value of property which does not vary, viz., Cash, Notes, and
Personal indebtedness, is readily ascertained from the accounts

themselves.

In classifying accounts two grand results are had in view
;

first, the Net Worth or Insolvency of the business, that is, its

Financial condition ; second, the Net Gain or Loss during a
specified period. These are shown in the following statements,

the material for which has already been taken from the Ledger,

and put in the form of a Trial Balance (page 124), except the

value of unsold property, which is taken from the Inventory

at the end of the Day Book.

1. STATEMENT OF RESOUECES AND LIABILITIES.

Analysis of Accounts that show Resources and Liabilities, for the

purpose of ascertaining the Net Worth or Insolvency of the

Busiiiess.

1. F£OM Ikvbnxokies.

Flouk, unsold, as per Inventory -

WHiAX, " «* " - -

2. Feom Ledoee Accounts.

Cash, Dr. Amoimt received - - §5725 50
" Cr. " paid out - - 3175 50

" Difference, Amount on hand
Bills Reu'blb Dr. Other people's

notes veceivsd $1745 00
'* " Cr. Other people's

notes disposed of 295 00

** " Difference, others'notes on hand
Bills Patacl^ (Jr. My notes issued $21 65 00
" " Dr. " redeemed 850 00

DLSerence, my outstanding notes

125

Besooroes.

3916
1120

2560

1460

00

00

Liabilities.

1316M
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Jas. Rimmey, Dr. My Acot. against

him - - 13030 00
" ** Or. His Acct. against

me - - 100 00

" *' Difference, lie owes me
W. Lingham, Cr. His Acct. against me—

I

owe him-------
H. Corby, Or. His Accfc. against me $3000 00

" Dr. My " him 2000 00

" Differenoe, I owe him -

Present Net Worth - - - -

Resources.

2930 00

11965 00

Liabilitiai.

1000 00

1000 00
8650 00

11965 00

2. STATEMENT OF LOSSES AND GAINS.

For the purpose of ascertaining the Net Gain or Loss.

iJ'LOUR, unaold, per Inventory
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The following arr;ingement also is rccorompTiried to the

pupil ior ])ractice, as ic approacb.es very nearly to the form

observed in closing the Ledger accounts, and will, therefure,

serve to prepare him for that work.

3. ASSETS AND LIABILITIES.

Flour on hand
Wheat
Cash
Bills Rcc. "
James Kimnier '

3915 00 ! Bills PaysWe (outstanding)
1120 00, I owe W. Lincham ..

2550 00
14S0 OOi

2930 col

11966 00

H. Corby

Net Worth «

]r.i5'c.-

lOOO'O'

lOOu oc

3315 00
865. 00

4. LOSS AND OA^IN.

Expeiue
Net Gain

levBiy Gain on Flour
649 50 " Wheat

815 00 :

i I,

650 00
265 00

6. STOCK.

A^«f Worth 8650

8050

00 j Investment.
Net Gain

SOOOlf-:'

649'5!)

8650 00

The pupil will test his familiarity with the foregoing in-

Btructioiis by rendering analyses or statements of Losses and
Gains, and of L'esovrces and Liabilities, irom the lollowing

exercises. He will do well to arrange them according to iorms
1 and 2, and also according to forms 3, 4 and 5. The latter

method will specially prepare him for closing the Ledger.

If properly worked out the result will be as given imme-
diately after each Trial Balance,

A17
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6. TEIAL BALANCE.

Dr. Bd.
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7. TRIAL BALANCK

Dr.

l\S. G. BQaUj (PaHner)* -

213 Clare (Partner)* - - - -

3|Cash-------
4'Merchan(iiBe (Value unsold. §5159.50)
5RHiIroad Stock (Value umold, §12000)

61 Bills Receivable- . . - .

7!Bill8 Payable - - - - ;

8' Real Estate (VcUiie unsold, $8000)
ORobertson & Henry - - - -

10; G. C. Holton & Co -

11 Expense ---.--
12| Interest ------
13;W. \V. Jones
14'john Cook
16 Conger Bros. - . . . -

-';j SOOOiOO,

9732! 10
7350100

12000|00
7000:ooi

3180[00;

75oo;oo
1150,00

125!00|

28|00|

1795:001

1290 OOi

64160

Cr.

16863il3

12000i00
4719 22
3719!50

500o'oO

618000
150 :oo

92o;oo

1500j00

is'so

795 00
840:oe

1460:00

lOl o4160il0
II I

S. G. Beatty's Net Capital at commencing, $13863.13.
S. Clare's Net Capital at commencing, $12000.
Total Net Gain, $2039.25 ; each Partner's share of Grain,

11019.62^.

S. G. Beatty's Net Worth at closing, $14882.75.
S. Clare's Net Worth at closing, $13019.63.

CLOSING THE LEDGER.

It was thought best for the present to leave the Ledger of
this set in its open condition, and show the results of the
business in separate statements. AVhen tlie object is simply to
know the condition and progress of the business, this method
is sufficient, but wh(jn it becomes necessary to mark these in

• The Partners' acconnts are treated precisely the same as Stock account. An
account is opened for each partner in >!!s o-,vn name, and each one's sbar* <rf the net
gain ar net loss carried to it. In thi^ insUince divide the gain equally.

• I 129
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jorae enduring manner upon the Ledger, the accounts must be
closed.

To close an account is to bring its current condition to

an end. If both sides are already equal, write the amount on
both sides, on the same level, and rule off, as in the closed

Ledger following. If there is only one item on each side, and
both are equal, simply rule off. If both sides are not equal,

make them so by entering the difference between them on the

smaller side, and then write the amount on both aides, and
rule off as before.

Speculative property accounts, as Flour, Merchandise gene-

rally. Bank Stock, Railroad Stock, and Real Estate, cannot be

closed, if any property remains unsold, until the value of what
remains on hand ia entered on the Cr. side. The object of

these accounts is to show the gain or loss arising from the

buying and selling of these different kinds of property, and it

•s evident this cannot be ascertained, if the property is not all

^old, without taking into consideration the value of what re-

gains unsold. After this is entered on the Cr. side, then the

difference between the two sides wdl shov>' the gain or loss, as

the case may be ; and the account will be closed by writing

t.his difference on the smaller side.

By '^closing one account into another," as Loss and Gain

Luto Stock, is meant that the difference entered on the smaller

.^ide of the former to close it, miist at the same time be trans-

ferred to the opposite side of the latter. And as, in making en-

tries of transactions, the name of the contra account is written,

so in tliese closing entries, in each account being closed, the

name of the account being closed into is written ; and, accord-

ingly, in making the transfer entry, the name of the account

'ransferred from is written. Hence, the closing entry in any

iccount refers forwaid to the account to which it has been

transferred, and the entry in the account closed into refers back-

•oard to the account from which it has been taken.

The pupil will see from this the reason why, in entering the

. alue of unsold merchandise on the Cr. side of Merchandise

•ocount, he writes ''By Balance." It is simply because,

rhese goods being an asset, their value must be entered also in

I'alance account. He must carefully guard against supposing

-hat this entry in the Merchandise account is the difference

oetween the two sides ; and he will do well to remember that,

although the word 'oclance" ordinarily signilies the difference

between the two sides, in these closing entries it must be con-
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gidered to mean simply " Balance Account." Hence, any entry,

closing or otherwise, whicli is to be transferred to Balance account

will be written " To " or " By Balance," and any entry, closing

or otherwise, which is to be transferred to Loss and Gain ac-

count will be written '• To " or " By Loss and Gain."

The pupil should not forget that in no one thing does th? proficiency

of a practiciil accountant more plainly manifest itself than in the matter
of neatness in arrangement and execution. He should observe particu-

larly the furm adopted in ruling, which is usually done with red ink.

It is also advisable to write the adjusting and closicg entries in red ink,

to distinguish them more readily from entries of transactions, the trans-

fers being mado in black ink.

OEDER OF CLOSING THE LEDGER

The pupil will be much assisted in understanding the pro-

cess of closing the Ledger accounts, if he will remember that

the object is to place in a permanent form in the Ledger the

same results as have been shown in the preceding statements
;

and, more especially, if he bears in mind the forms, Nos. 3, 4,

and 5, as these very nearly accord with the arrangement in the

Ledger. The only difference in the headings ia, that the

one there called " Assets and Liabilities," will be here called
* Balance " account. Stock account is already in the Ledger,

and in the course of busin<;ss it is not improbable that Loss

and Gain account would be required for some entry which
cannot properly be made any where else.

The posting having been found correct by taking a Trial

Balance, and by careful checking, the following order may be

observed :

—

I. Open an account in the name of Loss and Gain (if tiiere

is not one already), into which to collect all the losses and gains,

and one in the name of Balance, into which to collect all the

assets and liabilities.

II. Enter on the Cr. side of Flour, Wheat, or any speculative

property account, the value of s»ch property unsold (as found

by taking stock), writing in red ink, " By Balance, inventory,"

and transfer the amount in Mack ink to the opposite, or Dr.,

side of Balance account, writing " To Flour," " To Wheat," or

whatever the name of the account is irom which the transfer

is made.
III. Close Private account into Stock.

IV. The remaining accounts will show either an asset or a
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liability, a loss or a gain. Close every account whose difference

represents an asset or a liaUUty into Balance account, and
every account whose difference represents a loss or a gain into

Loss and Gain account.

V. Three accounts now remain open—Stock, Loss and Gain,

and Balance. Take a Trial Balance of these to test the

accuracy of the transfer entries.

VI. Close Loss and Gain into Stock ; and Stock into

Balance.

VIL Balance account will now have both sides equal, and
will be closed by simply footing, and ruling off.

PARTICULAR DIRECTIONS FOR CLOSING THE
LEDGER OF SET L

We will now take the pupil through the process of closing

the Ledger of Set I., according to the instructions just given.

I. We first open Loss and Gain account and Balance
account.

.

II. We then ascertain from the Inventory (which, for con-

venience, we have here put at the end of the Day Book), the

value of the goods unsold. The unsold Flour, in this case, is

worth $3915, and the unsold Wheat $1120, which amounts we
enter on the Cr. side of these accounts in red ink, " By Balance,

Inventory," and transfer the same immediately to the contrary,

or Dr. side, of Balance account, making the entries in black

ink, " To Flour, S3915," and ^' To Wheat, $1120."

The accounts are now in a condition to be closed either into

Stock, Loss or Gain, or Balance, as the case may be.

III. We have not in this set a Private account distinct from
Ihe Stock accoun;.'.

IV. We then come to Cash. The difference represents a

resource or an asset of cash in kand, $2550. We enter this iik

red ink, on the Cr. side, writing " By Balance," foot up th#
sides, and draw double red lines underneath. This red ink

entry is at once transferred to the Dr. side of Balance account
in black ink.

Bills Receivable shows an asset, and is closed, like Cash, into

Balance account.

Bills Payable is also closed into Balance, the difference shovr-
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ing a liability. The closing entry in this case falls on the Dr.

side of Bills Payable, and the transfer entry, consequently, on

the Cr. side of Balance. •

We now come to the Personal accounts. All these accounts,

if there be any diffei-ence between their two sides, will sho\r

either an asset or a liability, as the case may be, and will

therefore be closed into Balance, in the same manner as those

already closed. Rol)ert Thompson's account already balances,

and we close it by simply footing and ruling it.

Flour account shows a gahi, tlie Cr., or proceeds from sales,

together with the value of the flour still on hand, being greater

than the Dr. or cost. The diff"erence is entered in red ink on

the Dr. side, writing "To Loss and Gain, $550;" and trans-

ferred to the contrary or Cr. side, of Loss and Gain, writing in

black ink, " By Flour, $550." Wheat account is closed in the

same w;iy.

Exp(Mise account, being outlay for which no direct return is

received, and, therefore, so far diminisliing the gross gain on

Flour and Wheat, is counted a loss. It is closed by wx-iting,

on the Cr. side, "By Loss and Gain, $165.50," the transfer

being to the Dr. side of Loss and Gain.

V." We have now the results of all the accounts exhibited

under the heads of Loss and Gain and Balance, and if the

transfers have been correctly made, these two accounts, to-

gether with the unclosed Stock account, must be in equilibrium.

To test this, we next take a Trial Balance of these three ac-

counts, which we call the

Second Trial Balance.
Dr.
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The Sfcock account now contains on the Cr. side, the capital

invested and the net gain since. The absence of any entry on
the Dr. side shows tliat there were no liabilities at the be-

ginning, and that no capital has been withdrawn. The differ-

ence between the two sides is, therefore, just what the Cr. side

amounts to, and represents the present net worth. 'Die Balance
account contains, on the Dr. side, the present assets, and on the
Cr. side the present Uahiliiics, the difference being the jnesent

net worth. Hence, whatever amount closes Stock will also

close Balance. Close Stock into Balance, both sides of which
will now be equal. Add up and rule off.

The pupil must not suppose that, when a merchant wishes to ascertain his financial
position, he makes a formal clonijig of his Ledger, and for the continuance of his
liusiness opens another Ledger, connnencing with the assets and liahilities, as sho\\Ti in
the Balance account of his former Ledger, instead of that, all the entries which we
have transferred to Ba'ance account would he brought down, each in its own account,
on the opposite side from tliat on which it falls, thus beginning the account anew. So
that, if the JJalance account be kept in the Ledger, its entries would not be direct
transfers of the closing entries, hut simply an inventory of the entries hrouglit down
to conmience the accounts j-.fresh. As a complete double entry is effected by the bring-
ing down of the various differences showing assets and liabilities, the I'.alance account
may be considered as not a necessar3- jiart of the Ledger, and may be i{»?pt at the end
of the Ledger, or in a separate book. We have used it for its convenience in collecting
the assets and liahilities at once from those accounts wliich show them.

The differences of the Loss and Gain accounts are, through the medium of the Los-;
and Gam A.cco\m\x, finally disposed of in the S ock A' -count, their e^ect appeftr-

iiifr ia the altered Net Capital, as brought down in Stuck ^iccount to begin it anew.

IM
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Dr.

SPECIMEN LEDGER, CLOSED.

See Explanation, beginning Page 129.

STOCK. Cr.

1877
Jan. 2t)ITo Balance 8G5000

865000

1877!

Jan. 1 By Sundries*
20 '• Loss & Gain

8OOOI5O

64950
I

866000

CASB.

1877
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BILLS PAYABLE. Ck.

1877
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H. CORBY. Om.

]877|
;

Jan. 10 To Cash
" '16 " BiUsPay.

20 " Balcnuie

I

I !|1877
1000 OO! Jan
iooo;oo

100000
I

I

3ooo:ooi

6!By Flour 3000 00

300000

JAMES MILLER.

1877
Jan. To Flour

|1877j
2 1300 001 Jan. I By Bills Hec. 130000

FLOUR

1877
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1877
Jan. 18 To Cash

BOOK-KKEPING.

EXPENSE. Ob.

2550;

140 00|

—I
165501

1877
Jan. 20 By Loss <h Gain 165 50

1G5150

(Losses.) LOSS AND GAIN. (Gains.)

1877
Jan. 20 To Expense

Stock Wheat
550'00

265 00

815m

(Resources.) BALANCE. fLiabilities.)

1877
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DETECTION AND CORRECTION OF ERRORS.

The Trial Balance is the best short test of correctness iu

posting yet discovered, and this is defective, inasmuch as

errors may exist while the Trial Balance is apparently entirely

correct :—such as posting to the wrong account, although on
i\\t right side ; omitting to post a debit and a credit of equal

amount, &c. But if the Trial Balance is not in equilibrium,

tliere is certainly an error, which must be soiight and corrected

Detection.—First. See whether the pencil footings on the

licdger, preparatory to taking the Trial Balance, are correct, and
whether the balances of the different accounts have been trans-

ferred into the Trial Balance rightly.

Second. If there is still an undiscovered error, examine each

[)ost separately, checking the entries in both Journal and Led-

ger as you proceed, until you have been over the whole ; and
then look through again, to sea if any amount remains un-

checked, and, if so, investigate the cause of the omission.

In this manner, you can scarcely fail to discover the mistake,

provided the Journal is correct ; but great care should be taken

to see that the Journal is in equilibrium before posting, as any
discrepancy tbei^ will give you much trouble in the Ledger,

Correction.—In the Day Book (or any other book of

original entry), erasures are inadmissible, since this book is

taken as evidence in courts of justice, and anything obliterated

or erased looks suspicious, and would probably render invalid

the entry with which it is connected, and in some cases might
even throw the whole book out of court, as evidence unfit to

receive. Errors iu it should therefore be corrected by making
other entries explaining them ; or the erroneous entry, if it

has not been journalized, may be marked " void," and remain
without further alteration, a new and correct entry being made
of the transaction.

In the Journal, erasures are sometimes admissible, although

it is generally advisaV^le to treat errors as directed for the Day
Book.

In the Ledger, if any entry be, posted to the wrong ac-

count, make ciphers of the figures, and leave the remainder so

as not to deface the Ledger ; then post the entry to its proper

place. If a wrong amount be posted, alter it to the right.

And if a duplicate post be made, make ciphers of the figures

in tiie erroneous one. If two accounts be opened with the

13d
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same person, close the one into the other, '* To " or " By **

name of account, page—footing and ruling off the closed ac-

count, as a settled account ; stating the particulars of each

transfer in the open account.

QUESTIONS FOR REVIEW.

What two results should a complete set of accounts furnish the means
of ascertaining ? In what way is the net capital found by Single Entry ?

What two ways does Double Entry furnish of finding the net capital?

Name the most usual kinds of assets—liabilities—sources of gain

—

sources of loss. Name the accounts kept to show assets and liabilities

—

losses and gains. Which of these accounts does the Single Entry Led-
ger strictly contain ? What two subsidiary books along with the Single

Entry Ledger will generally give the whole of the assets and liabilities

except that of goods unsold ? How is the value of the merchandise on
hand ascertained in most businesses, both in Single and Double Entry ?

How does the Single Entry Ledger differ from that of Double Entry,
even when the former is supplemented by the Cash Book and Bill Book ?

In what respect chiefly may Single Entry be considered an imperfect, and
Double Entry a perfect, system of account-keeping? What is the fun-

damental principle of Book-keeping by Double Entry ? Name the prin-

cipal book in a set of accounts, and describe it. State some advantages
of using additional books. What are the three principal hooks used in

Double Entry ? Describe the Day Book. What particulars should a
Day Book entry embrace ? Describe the Joncual. What is journal-

izing ? How would you decide when a personal account is affected, and
on which side ? How would you determine when an account represent-

ing a thing {i.e., an impersonal account) is affected, and on which side?

How many accounts, at least, are affected in one transaction, and how
many may be ? What knowledge is necessary to enable us to journalize

intelligently ? Why should an account be indexed as soon as opened
in the Ledger ? What entries are made on the Dr. and Cr. side of Stock
account—Cash—Bills Receivable—Bills Payable—Merchandise—Ex-
pense—.James Heaton—and Bank account ? What does the closing

entry in each of the above accounts show ? What is meant by closing

an account—by closing one account into another ? Before closing Mer-
chandise account, or any speculative property account, what prepara-
tor}' entry must be made, if the property is not all sold, before the
closing entry can be made ? What is the first thing to be done after

the transactions of a set have been posted ? What is a Trial Balance,
and how is it made out? Althoiigh the Trial Balance may show an
equality between both sides of the Ledger, what chances of error stiU

remain ? How often should a Trial Balance be taken ? In classifying

accounts what two grand results are lia<l in view ? 'U'hen it becomes
necessary to mark the progress of the business in some enduring man-
ner on the Ledger, what must be done ? Under what head are the
losses and gains collected ? Under what head are the assets and liabili-

ties collected ? What does the difference between the two sides of Losa

140



BOOK-KEKPINO.

•nd Gain aoconnt show 7 What doe? the difference between the two
ides of Balance accouQt show ? After the net gain or net loss, as the case
may be, is catried to Stock account, what will the difference between
the two sides show ? AYhat general principle guides ns, as to the vxyrds

vrritten, in making an entry, either closing or otherwise ? In entering
the value of unsold goods in Merchandise account, why do we write the
word " Balance ? '' Name the accounts closed into Loss and Gain, and
those closed into Balance. Into which account is Loss and Gain account
closed ? Give two reasons why, when all the accounts except Stock and
Balance are closed, the amount which closes Stock will close also
Balance. In which two accounts do we find the present net capital ?

In which account do we find both the present and former financial con-
dition of the business ? Give the order of closing the accounts. In
jrKat direction does a closina and transfer entry respectively point T

Why is it usual and proper to write closing entries in red ink t Ho«
do you proceed to detect and correct errors t
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BUSINESS SERIES,

The sets which follow, while serving as a synthetical unfold-

ing of the science, are intended, each in its turn, to present

Bome speciality of business, and some radical feature which
distinctly characterizes its purpose. In presenting the trans-

actions, care has been taken to avoid, as far as possible, any
proper farm of entry ; but, at the same time, to present the

fads as clearly and unmistakably as possible.

They are intended to cover a wide field of practice, and to«

present sufficient variety of transactions and enforcement o(

theory to give the pupil a clear understanding of the science.

Each set is complete within it«elf, and special in its purpose

and teaching. Its characteristics are bricflj'^ announced at the

start, and as its results only, with more or less detail, are given

at its close, the pu})il is obliged to accomplish the work of the

set in order to arrive at the proper result.

This mode of arrangement is calculated to throw the learner

upon his own resources, and rescue him from the too common
error of copying down the work withou understanding it.

This feature will no doubt recommend itself to all faithful

students.

While performing the following work, remember that the

three great qualities essential to success in Accountantship
are :

—

Accuracy, Neatness and Dispatch.

1^^ For the benefit of the pupil, and in behalf of economy
in the use of Ledger paper, the number of lines required for

each account will be found immediately after the set.

This api)ortionment, it will be borne in mind, provides for

the Jjedger heading, and also for the necessary space to close

up the accounts in due form.

SET II.—GROCERY BUSINESS.

Oharactbristics.—Buying and selling for Oub—BoaineM »dTene.

St. John's, N.B., January let, 1877. Invested Cash, $5000.

2. Bought of Geo. Wallbridge, for Cash, 5 hhds. Mqlasses,

3500 gals., at 40c., SUOO.

Ckimojr.—In transcribinir » set to your Day Book, Issve the column blank for thn

fll»ertion of your own (oiios.

if2
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3. Sold Thos. Goin, for Cash, 3 hhds. Molasses, 2100 gals.,

at 35c., 1735.

i. Sold C. P. Holtou, for Cash, 1 hhd. xMolasses, 700 gals.,

at 45c., $315.

5. Sold W, B. Robinson, for Cash, 1 hhd. Molasses, 700 gals.,

at -tOc, 8280.

6. Paid Expenses iu Cash, $175.

Capital at commencing, $5000.

Ntt Loss, $2 15.

Capital at closing, $4755.

The following are the Ledger accounts for this set, with the num-
ber of lines required for each :—
Set ir.—Stock, 6 ; Cash, 7 ; MERCiiAiNDisE, 7 ; Expense,

6 ; Load ajuh Gain, 6 ; Ualange, 5,

SET III.—DRY GOODS BUSINESS.

CHAaACTKRiSTics.—Buying: and selling for Caah uid on Perional Account—BiuuuetM
prosperous.

Kingston, January 12th, 1877. Invested in business. Cash,

$4755 ; Merchandise, $2000.

13. Bought of Muir & Co., Montreal, on 3 months' credit, 4

cases, 5200 yds. Muslin, at 20c., $1040.

15. Sold Geo. Brown, on ucc't, 1 case ^luslin. 1300 yds., at

25c., 1325 ; 12 ps. Tweed, 420 yds., ut ^1.25, $525.

16. Bought of Walker & Sun, for Cash, 3 case.s Prints, 3210
yds., at lOc, $321 ; and 4 cases do, $3aU0 yds., at 15c.,

$525.

17. Sold H. Warren, on acc't, 6 ps. Tweed, 210 yds., at $1.25.

$262.50.

18. Sold J. S. Miller, for Cash, 2 cases Prints, 21 10 yds., at

12^c., $2G7.50; *Bd 2 cases Muslin, 2600 yds., at 25c..

$G.30.

19. Bought of Geo. BroT/n, on acc't, 3 cases Prints, 361)0 yds.,

at $12c., $442.80.

W. Received from H. Warren, Cash to balance acc't, $202.60

22. Paid sundry items ui I'Xj" nse, 35120.

U3
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Merchandise remaining unsold, valued at $3500.

Capital at commencing, $ii755.

Net Gain, $10^1.m.
Capital at closing, $7836.20.

Ledger accounts and number of lines required far each

:

—
Set III.

—

Stock, 6 ; Cash, 8 ; Merchandisk, 11 ; Mum &
Co., 6 ; G-EO. BiiowN, 6 ; H. Warren, 6 ; Expense, 6 ; Loss
AND Gain, 7 ; Balance, 10.

REMAEKS ON NOTES AND BILLS.

A new feature in connection with the work of the following

sets is the computation of interest on notes and bills. The
pupil must not forget that three days' grace are allowed on all

notes and bills, except those payable on demand. Those pay-

able at sight, as well as those payable after sight, or after date,

are subject, in Canada, to this rule.

In reckoning the number of days between one date and
another, the day of the first date is excluded from, and the day
of the last is included in, the calculation. Thus, if we wish to

know the numV)er of days from September 29tli to December
1st, it is evident that from the 29th to the 30th is one day.

We have, therefore,

In September 1 day.
" October 31 days.
" November 30 "
** December 1 day.

63 days.

A note made, or draft accepted, on the 30th September, at

60 days, will become nominally due on the 29th November, but

legally due on the 2ad December. As the first day reckoned

is the day after the date of making or accepting, there are no

days to count in September. Therefore, we have,

In Oct. 31 days. In. Oct. 31 days.
** Nov. 29 " nominally due. " Nov. 30 "

" Dec. 2 " legally due

60 dayi. 63 days,

U4
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I

When the time is expressed in months, calendar months are

always understood, and the note or bill becomes timninally due

in the last, month of its terra upon the day corresf>onding with

its .date, but really payable three days after. Thus, a note

dated the iirst day of any month becomes nominally due on the

first day of f^ome snccfeding month, and legally due on the

fourth. If the last month of the term does not contain a cor-

responding day to that of the date of the note, then the note

will be nominally <lue on the last day of the last month of the

term. Thus, four notes, at one month, and dated respectively

Jainiary 28th, January 29th, January 30th, and January 31st,

1877, would all become nominally due on tlie 28th February,

and legally due on the .3rd March. When the last day of

grace fails on a Sunday, or any legal holiday, the note is pay-

able on the followintr dav.

SET IV.—FKODUCE BUSINESS.

Cbahaotkristics.—Rujnng: and selling for C:i.-h and on Notes-l-Interest taken into con-
sidcratioi—Comnien<ing- ^vit'i. both Resources and Liabilitieu, effecting a Gain, and
closlnt; with i;.urease- Capital.

ITOTC. —Ths pupil will work out the interest on ail notes requiring it,

April 2nd, 1877.

I commence business to-day with the following :

—

EESOtTRCES.

Cash on hand $1500 00
S. Clare's Note, my favor, at six months,

from Dec. 2nd, 187G, with interest at 7

percent. ---.-- 2500 00
Interest due to date* - - - - 5801

Liability.

I owe on my Note, favor of Cliarles Web-
ster, dated Feb. 3rd, 1877, at four months $558 33

3. Bought of Thos. Wills, for Cash, 600 bush. Wheat, at

$1.50.

4. Sold Robert Wells, 'on his Note, at 30 days, 400 bush.

Wheat, at $2.

* This item of inUret' b',ing an asset at the opening, the proprietor's Capital account
must be crelited with it, either undei his own name, or Stoclc, or Capital. The debit
may be disponed of in wveral wav^. Wo may either .'.ebit—1st, S. Clare ; inii. Interest
Receivable ; or 3rd, Interest. The last, although theorerically open to objection, is th*
slmplext, and the one commoiilv ailnptcil. The pupil can take his choice.
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6. Prepaid rny Note, favor of Charles Webster. Face of

Note, $558.33. TXscount off, 61 days at 7 pe'- cent.,

$6.53. Proceeds paid in Cash, I551.S0.*
11. Received Cash of S. Clare, in full for his Note and interest.

Face of Note, $2500. Interest due to date, $62.33.t

12. Sold James Whyte, on his Note at 30 days, 100 bush.

Wheat, at '$1.76.

13. Eobert Wells prepaid his Note to-day. Face of Note,

$800. Discount off, 24 days, $3.68. Proceeds received

in Cash, $796.32.
14. Gave George y\\arren my Note, at 10 days, for rent oi

store, $80.
16. Took out for private use, $30.
17. Sold A. B. Smith, for Cash, 20 hush. Wheat, at $1.50.

Inventory of Goods unsold—80 bush, of Wheat,
valued at $1.25, $100.

Net Capital at commencing, $3499.68.
Net Gain., $132.17. Net Capital at dosing, $3601.85.

Ledger Accounts and nvmber of lines required far each

:

Stock, 5 ; Private Aogoijnt, 4 ; Cash, 7 ; Bills Receiv-
able. 6 ; Bills Payable, 6 ; Merchandise, 6 ; Interest, 6

;

ExPENSii, 4 ; Loss AND Gain, 6 ; Balance, 6.

" In this instance wa pay the note before due, and discount is allowed us. Interest
account is debiteil for the cost of tile iiS' of moii^ii rtctivad by tiS, and credited t'oi

rrliimi for t)ie use of money granted by ns. By paving tbe money before it is due \n
give Char'.^8 Webster the ugeofii 01 days before fie is' entitled to it, and /or this tae tlif

alhtwance is made to us. Hence the Jo'urna,l entry is—
Bills Payable, Dr. $568 88

Cash, Or. 5661 80
Interest, " 6 58

t Our mode of proceeding liere will depend upon what vrc did with the interest diit

up to April 2nd. If we debited Int^rost, the Journsi entry ig—
Cash, Dr. 9':bti?. 82

Bills RecelTsblo, Or. $2eOO 00
tntf-rest, " 62 S3

If vre debited Interest lle(!eiTabl<;, our Journal entry ^ill bs—
Cash, Dr. «-2662 8.3

Bil!.« Rcceirnble, Or. ^500 00
Interest Receivable, " 5S 01

Interest, "
4 32

Or, we may first debit Interest Recsivable with the interest accrued gince the o}>*nir\o
of the books, thug

—

Interest ReceiTablo, Dr, 9i K
Interest, Or. ' ^82

And then say

—

Cash, Dr. $2562 38
Bills Keneivablo. Or. rJifH) 00
Interest Receivnble. " C3 33

If we dobited S. Clare, proceed as a'nuvo, subxtituting- S. Clare for Interert Receirn.blt\

The thoug-Mful pupil will observe that all these niTtiiods come to the same tl.im
The only ditlerence is in the mann<>r of treat'ngr the inlerest. The game uttimate rrjiiU
Is produced it: the Interett account, riz. ; a gain of i&4.32 for interest on the note slnr*
th« ojvsnin^f of the V>ok6.
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SET v.—FURNITURE BUSINESS.

CHARACTBRiBTifs.—Buying ami iiplling for f^ash, on Personal Account, and on Not«t
Interest tal%n into consideration—Commencing with h Net Capital, Mustaiiiin^'^ i

Lobs' greater than Capital, and closing Insolvent.

Books used.—1">ay Book, Jourit/l, Ledoek, and Bill Book

See form of Bill Book, at the end of set.

Ottawa, March 1, 1877.

Leased a stopp of T. B. Dean, at $600 per annum, and com-
menced the Furniture Business, investing as follows :

—

Cash, S1800. Stock of Furniture on hand, S1500. Notf
rigainst A. Overell, for $750, doted January ITtJj, 1877, at two
months. Total investment, $4050.
Bought of G. S. Tickell, Belleville, on one month's credit,

15 Carved Rosewood Centre Tables, at ©50 ; 6 doz. do Ann
Chairs, at ^60. Total, $1110.
2. Sold W. R. Barber, on his Note at 15 days, 10 Carved

Rosewood Chairs, at $S ; I do Centie Table, $75 ; 1

Gotliic Hall Stand, $25. Total,$180.

3. Bought of Jakes 6c Hayes, Toronto, on acc't, 10 sets

Enamelled Furniture, at $75 ; G do Black Walnut, at

$150; 10 Extension Dining Tables, at $25. Total,

$1900.

5. Sold W. H. Sherman, for Cash, 1 set Enamelled Furniture,

$100; 1 Extension* Dining Table, $40 ; 8 Carved Rose-
wood Chaii-s, at $S. Total, $204.

6. Sold W. W. Jones, on his Note at 1 month, with intei-est at

6 percent., 1 set Enamelled Furniture, $100; I Extension
Table, «40 ; 1 Dressinjr liiireau, $35 ; 1 Rosewood Tet.-

a-tete, $50 ; 1 Gothic Hall Stand, $28 ; 1 Card Table,

$5 ; 1 French bedstead, $22 ; 1 Cottage Bedstead, $15.
Total, 8295.

" Settled with Jakes & Hayes, by giving them my Note at

1 month, with interest at 9 per cent., in full of account,
$1900.

9. Bought of J. B. Aishley, on my Note at 10 days, 15 Black
Walnut Bookcases, at $00 ; 2 doz. do Arm Chairs, at

$(i0
; 20 Curled Hair Mattresses, at $20 ; 20 Double

leaf Secretaries, at $;'.5» 25 Music liacks, at $5. Total,

$2245.
U7
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10. Sold Gr. W. Maybee, on account, 1 Carved Eosewood Cen-
tre Table, $60 ; 2 doz. do Arm Chairs, at $50 ; 1 set

EnamelJed Furniture $80 ; 1 Black Walnut Sofa Bed-
stead, at $50 ; 2 Extensiwi Tables, rd $30 ; 2 Gothic
Chairs, B. W., Stuffed, at $15; 1 Easv l.ocke., $12.

Total, $392.

12. Bought of Jakes & Hayes, on 3 months' credit, an assort-

ment of Furniture, amounting, per invoice, to $3500.
" Paid Cash for Insurance, $125.

15. KSold S. G. Beattj^ for Cash, 2 Black Walnut Bureaus, at

$30 ; 1 Rosewood Parlour Set, $400 ; 1 Enamelled Bed-

room Suite, $200 : 1 Single Bedstead, $8 ; 1 Quartette

Table, $9 ; 1 Ladies' Arm Ciiair, $12 ; 1 Black Walnut
Library Bookcase, $75. Total, $764.

16. Sold S. Clare, for Cash, 1 Carved Rosewood Secretary,

$1 20 ; 3 Patent Spring Beds, at $60 ; 1 Walnut Centre

Table, $50 ; 2 Rosewood Bureaus, at $40 ; 2 Arm
Chairs, at 810; 2 "Sleepy Hollow" Chairs, at $25;
1 Black Walnut Parlour Suite, $300 ; 1 Side What-not,

$9. Total, $809.

17. Paid Cash for three months' rent, $150 ; Advertising, $25.
" Bought of Jakes & Hayes, on acc't, Furniture amounting,

per invoice, to $2150.
" Bought of H. W. Huffman, on my Note, at 3 months. Fur-

niture amounting to $550.
" Received from G. W. Maybee, Cash on acc't, $150.

19. Sold W. Johnston, on his Note at 3 months, I Hall Stand,

$5 ; 6 Parlour Chairs, at $3.50 ; 1 R. W. Tete-a-tete,

$30 ; 1 Black Walnut Sofa, $30 ;-l large Dining Table,

$14; 1 Piano Stool, $8; 1 Music Rack, $5. Total,

$113.
" Sold Warner Bros., for Cash, 2 Bedroom Suites, at $50.60

;

2 Rosewood Parlour Suites, at $200. Total; $501.20.

20. Received from G. W. Maybee, Cash in full of acc't, $242.
" Received from A. Overell, Cash in full for his Note of Jan.

17th, $750.
24. Sold H. Corby, on acc't, 20 doz. Kitchen Chairs, at $8

;

10 doz. Rush-bottom Chairs, at $18. Total, $340.

28. Bought of Smith & Co., Kingston, on Note at 3 months,

assortment of Furniture amounting, as per invoice, to

$1500.
April 2. Paid G. S. Tickell, Cash on acc't, $600.
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9. Received from W. W. Jones, Cash in full for his Note of

the 6th ult., and interest thereon to date, at 6 per cent.

Face of Note, $295. Interest, $1.62.
" Paid Ay Note of 9th ult., favour of J. B. Ashley, with in-

t«fiest at 6 per cent, for time overdue, 18 days. Face
of Note, $2245. Interest, $6.74.*

1^. Paid Salaries, $180; Sundry Expenses, $25.

Ifi. Paid my Note of 6th ult., favour of Jakes & Hayes, with

interest to date. Face of Note, $1009. Interest, $19.

Inventory of Merchandise unsold, $5336.34.

Net Capital at commencement, $4050.

Net Loss, $6049.58.

Net Insolvency at closing, $1999.58.

Ledger accounts and number of lines required for each

:

Stock, 6; Cash, 12; Merchandise, 12; Bills Receiv-
able, 8 ; Bills Payable, 8 ; G. S. Tickell, 5 : Jakes &
Hayes, 6 ; G. W. Maybee, 5 ; H, Coeby, 5 ; Exi ense, 8 ;

Interest, 5 ; Loss and Gain, 8 ; Balance, 7.

BILL BOOK.

All necessary explanations of the Bill Book at© made by
the headings of the different columns. It is so simple that the

pupil will see, by inspection, its utility.

y It will be observed that the Bills entered in the following

forms are taken from the transactions of Set V., and hence
the notes on hand and notes outstanding, as shown by Bills

carried down, will be found to agree with the balance shown in

the proper Ledger accounts.

* In business calculations, it ia not custonianr to enter fractioni of a cent upon the
account books, consequently in all computations throujrbout these sets whore a fraction
of a cent less than c.r.;-hr»lf nrour", wr take uo .lotitM of it. but where a fraction of half
a c«ut or more occurv. wt> uaU it one cent.
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INSTEUCTIONS.—SET VL

The five previous Sots, by Double Entry, have all becD

worked out on the old Italian meiMcl. Another form of entry

will now be introduced, which is extensively ad»,.pted in all

branches of business. It combines the Day Book and Journal

in one book, usually denominated the J<mj-nal Day Book.

The Day Book and Journal entries are, by this method, in-

timately connected in such a manner that they are at all times

ready for posting, and as one book is entirely dispensed with,

much unnecessary writing is avoided.

Although more difficult to the beginner, he will, if he fully

understands tlie work he has already gone over, by closely

observing the form of entry on pages 158 and J 59, soon be

enabled to enter properly any transaction as readily as by the

method already pre«enteu. Until he becomes familiar with this

mode of entry, he should, before entering a transaction, make all

calculations respecting it on liis dilate or a iouse sheet of p'aper.

Many of tlie trausjactions are similar to those of the preced-

ing Sets, and need no additional tiplanation. Those, however,

of the following date* introduce new features, and require

explanation.

Jan. 2. In dealings with the Bank, debit it -with amoiinti deposited,

/Lod credit it with auiouuts withdrawn per check.

Jan. 4. T. C. Kerr & Co have not purchased this Case of Tweed, but
have merely accepted it to sell for us, and will huld it subject to our

order until sold or recalled. They do not owe 'i.s for the ^oods, and
should not. iherefore, be charged with them.

Tlie uaiiio •" ijhipment " is ai)plieil to such transactions, and in order

that a proper account may be kept with each, the co!ui'jn<ies' name or

jilace of residence should be attached and the shipments numbered.

This account may be named "Shipment lo Kerr k Co., No. 1," or

"i^hip't to Hamilton, N«. 1." It should be debited for the full value of

the goods and for all charges, thus : Ship't to Kerr dc Co., No. 1, Dr.

$036.50. To Mdse, $5.25, and To Cash, $11.50.

Ja.n. 6. .As Interest and Discount are the same in nature and effect,

both representing the u^e of money, and indicating the amount paid or

received for it, we do not deem it necessary to keep 9epaVa".;e accounts

fur them ; therefore, post both uuder the same heading— I.NTEfvE.ST.

In order lo get a note discounted at a bank, it must be jiropeiiy en-

dorsed. This Jiote has been discounted, and cash, $49S.68, received.

The bank kept the balance. $1.3"_', for the use of the money until the

uote falls due. The Journal entry should be as toUows : Cash, Dr.

$498.18; Interest, Dr. $}"?.. To Bills Receivable, $:.>'''.).

c^ash ira» receired, Ducou-ut 'a .

\''
•

•• '^ or ;j;i.^. . c.itrsforc. Cafth

16]
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and Interest shonid b« debited, aod «• the Bill waa parted with, Billa

Receivable should be credited,

Jan. 8. TliiB Tweed has merely been rscelred from T. Brown k. Co.
for sale on their ffccoant and risk, aud as we have not purchased the
goods, T. Brown oc Co. should not be credited. The name '

' Consign-
ment " is usually given, to prpjjerty received for sale on account and risk

of the shipper. In order to distinguish between different consignments,
the shipper's name should be prefixed and each one numbered. This
account may be called "Brown & Co.'a Consgt., No. 1," or, as some
merchants term it, " Brown & Co.'s Sales, No. 1."

The account is debited for all charges paid on it when received, and
for all costs accruing thereon while in your possession, and credited for

all its incomes and sales. It should be journalized as foUowa : T. Brown
&, Co.'s Consgt, No. 1, Dr. $12.40. To Cash, $12.40,

Jan. 9. A. B. Campion owes ua on account, and we have given

Mclnnes Bros, a draft on him, expecting Campion to pay it wheniEbfalla

due.

n ; V \tA A 1-f A Tj ( Or, first debit Mdse to Mclnnes BroB.,
Debil Mdse and credit A., B. ) j .t, j um. h* t tj * aand then debit Mclnnes Bros, to A.

^^^V^^^-
\ B. Campion.

In Journalizing Drafts issued or received, observe the following

Rule.—Oredit the person or bank you dravj on, because that person or
bank pays an amount on your account.

Debit tlie person who draws on you, because you pay a certain ammaU
on his accounts

Jax. 1 1 The acceptance of this Draft is the same in effect as paying
J. <jr. MacKenzie & Co. $400 by Note. It is agreeing to pay the Draft

by writing the word " Accepted " across its face, and signing your name.
When a Draft is accepted by you, debit- the person who draws on you,
or tlie person on whoae account the acceptance is given, and credit Billi

Payable.
T'he Draft on Campion, of the 9th inst., was discounted to Mclnnes

Bros. , by the bank, and when presented to Campion he refused to accept
it. The bank then had it protested for non-acceptance, and returned it

to us for payment. As we credited Campion with the Draft when we
drew <m him, we must now debit him with the same amount. He re-

fused to assume the responsibility respecting the Draft, and shoidd not,

therefore, be charged with the protest fee. The entry should be as fol-

lows : A. B. Campion, Dr. $225, the amount previously placed to his

credit. Loss and Gain, Dr. $1.06, the ^unount of protest foe. Cash,
Cr. $226.06, the amount of cash paid.

Jajj. 19. See explanation of the 6th. Having indorsed this Note
before discounting it, -n'e became responsible for its payment, in case it

was not paid by the maker. As he does not pay it, and the Note is

allowed to go to protest, the bank looks to us for payment of the Note,
together with the protest charges. We do pay it, and, holding the pro-

tested Note as evidence of the fact, charge the maker (or person from
whom received) with the full amount paid on his behalf. The Journal
entry will lOiereforu be : P. 11. ^Saudarson, Dr. $601.06. To Bank,
$601.06.
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Jaw. 20. H»Tlng dispoed r>{ the gooi's belonging to Brown A Co.'i

const't, wo find th»t, after deducting all charges, we have in onr pos-

MBSiun $4446.60 belonging to T. Brown k. Co., for which we should give
them credit. Commission should be credited for the amount it has pro-
duced. Journal entry : Thos. Brown & Co. 'b Consgt, Dr. $4537.00. To
Commission, $91. To Thos. Brown &, Co., $4446.60.

Ja^. 26. Nbtes are frequently renewed in this way, when it is found
inconvenient to ^jay the whole amount at tiie time of maturity. Bills

Receivable is debited for the amount of the new note i-eceived, $1040.66.
Interest is credited. $40. G6, and Bills Receivable is credited for the face

of the old note partetl with, $1000.

Jan. 27. See erplanalion of the 6th. The only difference between
this transaction aud thai of the Och inst. is that the net proceeds of the
Note, instead of being taken away, are left to our credit in the Bank.
In making the entry debit the Merchants' Bank for the amount left on
deposit, $2425.75; dkbit Interest for the amount paid or allowed for

the use of the mouey, $11.75 ; and credit Bills Eeceivable for the face

of the Note, $2437.50.

Jan. 29. Cash is debited for the total amount received, $501.06, and
P. R. Sanderson credited. It is customary in business to consider a
check received the same as cash. Being payaMe on demand, the cash
i» received as soon as it is presented at the Bank, or, if we have an ac-

count at the Bank, the amount is placed to our credit aa Cash deposited.

Accounts to be opened :

George Wilson, 5j Henry Cummtxos, 5; Cash, 24;
Merchants' Bank, 1^ ; Bills Kecf^ivable, 10 ; A. R.
McA] ASTER, 6; J. G. McKenzie <fe Co., 6; a. B. Campion,
7^ D. E. FuLFORD, 7 ; GORDON McKay & Co., 6 ; P. E.
Sanderson, 5 ; Thomas Brown & Co., 5 ; J. C. KerrA Co.,

6 ; T. Brown & Co.'s Consgt No. 1, 5 ; Merchandise, 24
;

Shipment to Kerr & Co., No. 1, 6 ; Shipment to Kerr &
Co., N(j. 2, T

; CoMiiissioN, 5 ; Interest, 6 ; Expense, 13

;

Loss and Gain, 9 ; Balance, 16.

SET VL

Tin Books to bs vnvo nc wokkino this Skt aeb,—Dat Book
A.VD JOI-RNAL CU.MBHTKD, BiLLIBoOk, AK, ..i Hii.K.

Ohabacteristicb.— This Set It Intendsfl to lUustrat* the principles or • simple Oonirol*-

Bion in connection wiih a Oeiiera.1 Ueri:h:i!nli<.t biniuew; also, the piriiij: »nd rocftr-

iu(( of .Votes, dnwiii^ an<J kvceiaing Orul'Ut, unii ijtoUe of ireatiii); ttium when they
taM due—Drowiuf uid reoaivioi; Cbeclu, aud kaopiui; • Uaak Auoouiil lu i.h«

Ledger.
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SET VL

TWO PARTNERS.
1877.

Jan. it: . George Wilson and Heniy Cummings have this day
entered into partnership as Diy Goods, Grocery and Commis-
sion Merchants, under the firm name of " Wilson & Cummings,"
renting store and fixtures from A. Petrie, at $900 per annum,
and agreeing to share gains and losses in proportion to capital

invested.

George Wilson invests :

—

Cash, as per C. B., $2,800 ; Stock of Merchandise from a

former business, $3,000; P. R. Sanderson's Note, at three

months, from October' 15th, 1876, for $500.

Henry Cummings invests :

—

Cash, as per C. B., S3,000 ; W. J. Peterson's Note, at six

months, from July 23rd, 1876, bearing interest at 8 per cent.,

for $1,000 ; Interest accrued to date, $35.51.

2. Bought of A. R. McMaster, Toronto, on acc't, 4 cases,

5,200 yds.. Muslin, at 20c., $1,040 ; deposited in bank,

$4,000. Cash sales this day, $170.50.

3. Bought of .J. G. McKenzie & Co., Montreal, on acc't, 3

cases Prints, 3210 yds., at lOc, $321 ; 4 cases do, 3,.500

yds., at 15c., $525 ; total, $846. Paid for Repairs,
850.'40

; Freight and Drayage, $10.60. Cash sales this

day, $320.
4. Shipped T. C. Kerr & Co., Hamilton, to be sold on our

account and risk, 1 case Tweed, 10 pieces, 350 yds., at

$1.50, $525. Paid Insurance on same, $11.50, Cask
sales this day, $240.70.

5. Sold A. B. Campion, on acc't, 1 case muslin, 1,300 yds. at

25c., $325 ; 12 pieces Tweed, 420 yds., at $1.26,' $525
;

total, $850. Paid for printing Bills, $8.40. Cash sales

this day, $324.20.
6. Had P. R. Sanderson's Note of Oct. 1 5th, discounted at

Merchants' Bank—face of Note, $500 ; Discount off for

unexv;ired time. 12 days, at 8 per cent., $1.32; Cash
received, $498.v')8. Paid Cartage, $1.50.

8. Received from Thos. Brown & Co., Montreal, to be sold

on their account and risk, 5 cases, 100 pieces, Tweed,
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3,250 yds., at $1.20, $3900. Paid Freight and Dray-

age on same, $12.40. Deposited in Bank, $2,000.

Bougiit of A. B. Campiou, onacc't, 10 chests Gunpowder
Tea, 1,250 lbs. net, at .^Oc, $625. Gash sales, $325.30.

9. Bought of Mclnnis Bros., Hamilton, 7 pieces Canadian
Tweed, 225 yds., at $1, $225. Gave in payment my
Draft, at 10 days sight, on A. E. Campion, payable at

the Merchants' Bank, for the full amount. Paid Freight,

$8.40.

10. Sold D. E. Fulford, Kingston, on acc't, 1 case Prints, 930
yds., at 12jc., .0116.25 ; 2 pieces .Canadian Tweed, 64
yds., at $1.25, $80 ; total, $196.25. Paid for cleaning

store, $4.50 ; for Wood, $60. Cosh sales, $425.65.

11. Remitted J. G. McKenzie & Co., Montreal, Cash on acc't,

$446, and our Acceptance at 10 days' sight for the balance

of their account, $400. Paid for Advertising, $20.40.

The Draft given Mclnnis Bros, on A. B. Campion, has

been protested for non-acceptance, and returned to us,

by the Merchants' Bank. Paid the face of the Draft
and protest fee in Cash, $226.06.

12. Bought of Gordon, Mackay & Co., Toronto, on acc't, 10

pieces Scotch Tweed, 350 yds., at $1.30, $455. Ac-
cepted A. R. McMaster's Draft of the 8th inst., payable

10 days after date, at the Merchants' Bank, in Toronto,

for $500.

^ 13. Sold A. B. Canipion, for his Note at three months, 1 case
r Prints, 840 yd«., at \^c., $105. Paid Gordon, Mackay

& Co., in full of account, per check, $455.
16. Bought of J. G. McKenzie & Co., Montreal, 10 cases Cana-

dian Tweed, 120 pieces, 3,720 yds.. ;it .?!, $3,720. Gave
in payment our Note at 30 days for ^2,000, check for

$720, balance to remain on account, y 'ash sales this day,

$340.50.

16. Sold A. B. Campion, for Note at 30 days, from Thos.
Brown & Co.'s Consignment, 50 pieces Tweed, 1,625
yds., at $1.50, $2,437.50. Paid Clerks on acc't, per

check, $150. Cash saUs, $150.60.

17. Gave A. E. McMastei- Draft at 30 days, on D. E. Fulford,

for amount of his ;iccount, $196.25. Cash sales this day,

$390.50.

18. Received from A. B. Campion, Cash in full o? acc't, $225.
Sold D. E. Fuliord, 4 pieces Scotch Tweed, 140 yds., al

$1.50, $210, Received in payment, check for $100
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Italance on account. Paid sundry items of Expense, per
eheck, $12.60.

19. P. R Sanderson'g Note of Oct. 15th, 1876, which was dis-

counted at the Merchants' Bank on the 6th inst., fell

due yesterday, was protestSd for non-payment, and re-

turned to us. Paid the Note and protest fee, per
check, $501.06. Sold G. H. Ireland, for Note at one
nnonth, the balance of Thos. Brown & Co.'s Consignment,
60 pieces Tweed, 1625 yds., at SI. 30, $2112.50. De-
posited in Bank, .f.'^OO. Remitted A. R. McMaster,
Cash, $260, and our Note at 30 days for $300, with

which to retire Draft for $500, ialling due on the 2l8t

inst.

20. Rendered Thos. Brown & Co. an Account Sales of their

Consignment of the 8th inst. Our Commission, at 2

per cent., $91 ; Thos. Brown & Co.'e net proceeds,

$4,446.60. Total debit to Thos. Brown & Co.'s Con-

signment, $4,537.60. Cash nal''^, $318.

22. Bought of A. B. Campion, on acc't, 200 bbls. Goderich

Salt, at $1.25, $250. Paid Freight on same, per check,

$12. Deposited in Bank, $500.

23. Shipj>ed T. C. Kerr & Co., Hamilton, to be sold on oui

account and risk, 150 bbls. Goderich Salt, at $1.50,

$225. Paid Freight on same, $12.35. Cash sales,

$278.45.

24. Paid our Acceptance of the 11th inst., favor of J. G.

McKenzie & Co., due this day, per check, $400. Sold

D. E. Fulford, on acc't, 50 bbls. Goderich Salt, at $1.75,

$87.60. Deposited in Bank, $500.

26. Received from T. C. Kerr & Co., Hamilton, an Aceouafe

Sales of the Tweed shipped them, on the 4th inst. Net
proceeds, which iiave beeii entered to our credit, $586.40.

W. J. Peterson has renewed his Note of July 2Sid,

1876, due to-day, by giving a new note at 30 days for

the old one, and interest thereon. Face of old Note,

$1000 ; Interest, $40.66 ; face of new Note, $1040.66.

Cash sales, $265.40.

37. Had A. B. Campion's Note of the 16th inst. discounted at

Merchants' Bank, and not proceeds placed to our credit.

Face of Note, $2437.50 ; Discount for 22 days at 8 per

cent., $11.75 ; net proceeds, $2,425.75. Accepted J.

G. McKenzie it Co.'s Draft in favor of R W. Easton,

at 30 d&yi sight, for $1,000, in full of account.
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29. KeceiTcd from P. R. Sanderson,, chfck for 8^01.06 in fun

for Ilia Note (if Oct. 1.5th, 1376. ami protott charg*>«!

thcipon, paid hy us on iho 19th insr. Gave A. H.

Mc.Master a l^i-jiht Draft on T. C. Kerr ^ Co. +V>r

$343.75, in paymonc of account.. Cash salts, .f 178.40.

30. Paid Tiios. Brown & Co.'.« Sight Draft upon us, favor of S.

dure, for 6-1-1-16.GO, per chock. Paid 1 month's rent

of store, $75 ; Clerk hire, $240. •

Inventory of effects not shown on Ledger:

—

Merchandise unsold - - - 65221 88
Shipment to Kerr & Co., No. 3 - 226 00

Total Nd Gain $4r)3 70
Gto. JFilmiS share of Net Gain • • 276 65
U. Lumnuru/i ** ** . . 177 15

JOURNAL DAY BOOK.—SET. Tl

Observe particularly the following form, that you may bo
aWe to exi)rcss, in this manner, any conceivable transaction,

combinin<:; all the essential points of the sep irate Day Book
and Journal. Where more practical forms, for the purpose of

condensation, are not in use, the JOURNAL DAT BooK meet*
with ^reat favor, as being both plain and practical.

In writing up this book, make your Journal entry first, from
the record of transactions ; then write the explanation imme-
diately under it in a smaller hand, commencing about half way
bet'^vf-en the >:'-i<tr<^ ut the page and the date column, m iUus-

traied in the following
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FORM OF JOURNAL DAY BOOK.

Jantjaey 1, 1877. (1)

Geo. Wilson and Honry Cum-
mings have this day entered into

co-partnership as Dry Goods, Gro-
cery and Commission Merchants,
under the firm name of "Wilson
& Cummings," agreeing to share

gains and losses in proportion to

capital invented

Sundries, Dr. to G«o. Wilson
Fo7 Affests iaToatodL

Cash
As per 0. B.

Merchandise
Ai par Inventory

Bills Receivable
p. il. Sandoraon'ii Note, as per B. B.

Sundries, Dr. to Henry Cummings
For eSecU isToitcd.

Cash
Ab p«r C. B.

Bills Receivable
W. J. PeterKonn Not«, as par B. B.,

beariag interest at 8 per cent.

Interest
Accnied on above Not* to date

2

I

Merchandise Dr.

To A. R. McMaster
Bought from hiiii on acc't,

4 caj;e« jyusUn, 5,3iX) ydn., at 20c

Cash Dr.

To Merchandise
Baifia tbia day, taken from Caslx
Box.

Amount forward

15fc

2800

3000

500

3000

1000

6300 00

35

00

00

00

00

00

51

4035 51

1040 00

170

11546

50

01

1040 00

170! 50

1154601



(2)

book-keeping.

January 2, 1877.

Brought forirard

Merchant!' Bank Dr,

To Cash
Amount dcpoilled.

3

Merchandise Dr.

To J. G. McKenzie & Co.
Bought on acc't,

t oaae» Prints, 3,210 yd».,

«t 10c. - - - - $52i 00
i oiirs Prints. 1,600 yds.,

at 16c. - - - - 625 00

Expense Dr.

To Cash
Paid lor rapilm
Freiffht ttnii dixytf;*

960 40
10 60

Cash Dr.

To Merchandi«e
8b.Im this daj, from tiU.

^ 4

Ship't to Kerr & Co., No. 1, Dr,

To Merchandise
" Cash
Shipped tfl J. C. Kerr it Co., to be

gold on our account and rish

—

J aue TYeeds, 10 pc», 360
ydf.. at J1.60- - - $525 00

Piid Insurance on lame - 11 60

Cash Dr.

To Merchandise
&iles this dxj.

11546

4000

846

61

320

536

240

01

00

00

00

00

50

17550 21

11546

4000

846

61

320

525
11

240

17550

01

00

00

00

00

00

50

70

21

NoTK.—The foreuoing form isconsiderou sufficient to Illustrate the mode of entering
transactions in this hook. Obsnrve the same form throughout the remainder of the Set,

JoumaJizini; the transaction firat, and S!^riri'^ the explanation immediately under it.
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SET VII.—GROCERY BUSINESS.

Books to be used.—Journal Day Book, Cash Book. Bili, Boor,
Invoice Book, Sales Book and LfiDGEn.

Form* and exp)anatiou8 ol those book;i noi before used will b« found immed!t.tel7 after

the bet.

January 2, 1877.

A. R. Sanderson and Wm. Golden form a co-partner-

ship for liie puipi.se of conducting the Wiiolesale and Retail

( 5roc«a-y and Produce Business, agreeing to share gains and

losses equally.

A. R. Sanderson invests

—

Merchandise, as per Inventory - - $5000 GO
Balance of account due from A. S. Austin 870 00

Cash, as per C. B. 41:30 00

Wm. Golden invests

—

Cash, as per G. H. - - - - - $9000 00

Balance of account due from H. Gordon - 1000 00

Engaged James Spry, Wm. Active, George Storey and Isaac

Poiter, as clerks, at $480 each per year, salaries payable

monthly.*

3. Sold T. C. Kerr, St. Catharines, on his Acceptance at 10

days, 5 bbls. Crushed "A" Sugar.' 1000 lbs., at 12.U.

;

8 bbls. Strong Bakers' Flour, at $G ; 10 bbls. Spring

Flour, at $5.50 ; 10 bbls. Extra, at §7 ; 15 bbls. Supe-

rior Extra, at $7.25. Cash sales this day, $1 20.30.

4. Paid for advertising business in daily papers, $115.60.

Sold A. S. Austin, Guelph, on acc't, 5 bbls. Sabnon

Trout, at $U ; 20 bbls. Hi'rrings, at $i ; 40 bbls. Su-

perior Extra Flour, at $7.76. Paid for set of books for

store, $15.60. Cash sales to-day, ?1 70.55.

6. Bought' of Smith & Keighley, Toronto, on acc't, 650 lbs.

Java Coffee, at 32c. f 1500 lbs. No. 2 Sugar, at 9c.;

965 lbs. Uncolorcd Japan Tea, at 56c. ; 500 lbs. Young
Hyson, at 74c. ; 750 lbs. Prince of Wales' Tobacco, at

30c. Paid Wm. Active, on account of wages, $5.50.

Cash sales, $150.

* \gno value ig exchang:ed, a memorandum of tbit in tbe Journal ii all that i» •equired.
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6. Deposited in Merchants' Bank, $12000. Had T. C. Kerr's

Acceptance of the 3rd inst. di.sc(uuited at Bank. Face
of Acceptance, $ ; Diecouut o^, at 8 per cent.,

$ ; Cash received, $ .

NoTB.—Observe the manner in which this transaction is entered
in the C. B. Instead of entering only the amount actually received,

and debiting Discount in the Journal, the full amount of the Note is en-

tered on the Dr. side of the C. B., as though it had actually been received,

and the Discount is entered on the (Jr. side. See entry in C. B.

8. Bought of Riramer, Guan & Co., Moritreni. on 4 months'
credit, or 4 per cent, off for cash. 2,400 lb.s. Crushed
"A" Sugar, at 12c.; 1,500 lbs. Eleme Figs, at 15c.;

1,350 lbs. S. S. Almonds, at 21c. Paid freight on above,

$10.70. \Vm. Golden withdrew ou acc't, $150. Cash

sales, $186.50.

9. Bought of J. A. Mathewson, Montreal, on 3 months' credit,

or 3 per cent, off for cash, 100 boxes Layer Raisins, at

$2.25 ; 5 bbls. Zante Currants, atS12.50. Paid freight

on same, $5.40. G'lsk sales, §216.80.

10. Sold P. D. Conger, Toronto, on 30 days' credit, 2 bags

Java Coffoe, 250 lbs., at 40c. ; 2 half chests Colored

Japan, 125 lbs., at 70c. ; 500 lbs. Crushed '-A" Sugar,

at 13c. Received from A. S. Austin, cash on acc't,

$500. Cash sales, $265.30.

11. Received from H. Gordon, his Note at 3 months, for $400,

to be applied on account. Paid for sundiy expenses,

$12.50. Cash sale.':, $2i0.6n.

12. Sold T. C. Kerr, St. Catharines, on his Note at 2 months,

10 bbls. White Fish, ac S6 ; 10 bbls. Salmon, at $14;
3 bags Kio Coffee, 136, it, 151, i«, 153, it,«—3961bs.
net, at 40c. Cash sales, $175.

•The large numbers, as 136, represent the gross weight, and the
small numbers to the right, as 12, the number of Iba. tare.

13. Bought of J. Carruthers <fe Co., Kingston, for Cash, 10

bbls. Golden Svrup. at $24.40 ; 4 bbls. Bordeaux Vine-

gar, $10.50 ; 100 bbls. Salt, at $1.50. Remitted Rim-
mer, Gunn & Co., Montreal, Bank Draft, in full for their

invoice of the 8th inst. ; less 4 piT cent, discount. Paid
Cash for the Draft, §• per cent. Exchange, and the ne-

cei^?ary stamps. A. R. Sanderson withdrew on acc't,

$200. Paid Isaac Porter on acc't of salary, $12.

NfiTE.— In the above remittanc*- che 4 per cent. dii!CouDt atnnnnt« to

931.86, which, deducted from tb . face of the invoice, leaver $764.64,
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the amount of tlie face of the Draft. The stamps required (3c. on every
$100 or fraction thereof), amount to 24c., and the excha,nge to 96c. The
cash actually paid out is, face of Draft, $764.64; Stainpg, 24c.; Ex-
change, 96c.; total, $765.84—and the difference between this and the
face of the invoice, §793. 50, is $30.66, the amount actually gained by
paying this bill within 30 days.

The entry is made in the C. B. similar to the Acceptance discounted
on the 6th inst. The full amount of invoice is entered on the Cr. side,

and the discount on the Dr. side. See entry in C. B.

15. Sold H. Gordon, Barrie, on acc't at 30 days, 10 bbls.

Apples, Rt $4.50 ; 10 bbls. Mess Pork, at $15 ; 25 bbls.

Spring Bakers' Flour, at $7. Had H. Gordon's Note ui

the llth inst. discounted at Merchants' Bank, and net

proceeds left to our credit. Face of Note, $400 ; Dis-

count off. at 8 per cent, per annum, $7.80 ; Net pro
ceeds, $392.20, Cash sales, $245.60.

Note.—The net proceeds of the above note being left in the Bank
to the Cr. of the firm, no entry is made in the C. ii. The Journal entry
Is,—Bank Dr., $ ; Discount Dr., $-—-; To Bills Eec, $ . See
Journal Day Book.

16. Accepted Smith & Keighley's Draft, at 10 days, for the

amount of their invoice of the 5th iast., $— . Paid
for repairing store, $65.76,

17. Sold P, D. Conger, Toronto, for his Acceptance at 60 days,

1200 lbs. Chgese, at lie. ; 20 bbls. Extra Bakers' Flour,

at $7.50; 30 bbls, Superior Extra do, at $8 ; 10 bbls.

Salmon Trout, at $14. Remitted J. A. Matheweon,
Montreal, Bank Draft in full for his invoice of the 9th

inst., less 3 per cent, discount. Gave check for Draft,

^ per cent. Exchange, and necessary stamps. Cash salts,

$180.70.

18. Received from H. Gordon, Cash on acc't, $400. Had P.

D. Conger's Acceptance of the 17tb inst. discounted at

Merchants' Bank, at 8 per cent, per annum, and net

proceeds left to credit. Paid one quarter's rent of store,

$200. Cash sales, $195.

19. Bought of H. A. Nelson & Sons, Toronto, $200 doz. Corn
Brooms, at $3.25; 20 doz. at $4 ; 20 doz. at $4.25.

Gave in payment check on Merchants' Bank for the

amount. Deposited in Merchants' Bank, $200.

20. Sold A. S. Austin, Guelph, on acc't, 15 bbls. Salmon Trout,

at $14 ; 8 bbls. White Fish, at $6 ; 25 bbls. Pierrings,

at $4. Paid sundry items of expense, $25.60. K'>-

ceived from H. Gordon, Cash on acc't, $20. Cash sales,

$225.
1€2
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22. Gave H. A. Nelson & Sons a Draft at 10 days, on H. Gor-
don, for $200. Bovipht of Cramp, Torrance & Co.,

Toronto, on acc't at 6U days, or 3 per cent, off for cash,

12 bags Eio Coffee, 1560 lbs., at 32c. ; 10 chests Gun-
powder Tea, 1475 lbs., at 60c. ; 10 boxes Western Leaf

Tobacco, at $41.50. Cash sales, $216.40.
23. Accepted A. S. Austin's Draft, at 3 days' sight, for $200.

Received from Henry Gordon, his Note at 3 months, for

$300. Paid James Spry, on acc't of wages, $20.

24. Sold T. C. Kerr, St. Catharines, on acc% 425 ibs. Factory
Cheese, at 1 2c. ; 4 boxes Prince of Wales' Tobacco,

114, 10, 116, 10, 118, JO, 120, to— 390 lbs, net, at

32c. Had H. Gord(jn's Note of the 23rd inst., dis-

counted at Merchants' Bank. Face of Note, $
;

Discount off, at 8 per cent., $ ; Cash received,

$ . Received from A. S. Austui. to be applied on
acc't, 600 bbls. Goderich Salt, at $1.50. Cask sula

$145.25.

25. Accepted Cramp, Torrance & Co.'s Draft, at 60 days, for

amount of their invoice of the 22nd inst., $ . Re-
ceived from H. Gordon, Cash to balance his acc't,

$ . A- R. Sanderson -withdrew on acc't $145.

26. Bought of Smith & Keighley, Toronto, 20 half chests Gun-
powder Tea, 1145 lbs., at 66c. ; 10 do Colored Japan,
660 lbs., at 60c. ; 10 bbls. Standard Syrup, 370 galls.,

at 34c. Paid them Cash, $1000, balance to remain on
acc't. Paid J. Spry, on acc't of salary, $10. Cash sales,

$218.20.

27. Bought of Rimmer, Gunn & Co., on 3 months' credit, 60
bbls. Crushed "A" Sugar, 12000 lbs., at 10|c. ; 75 bbls.

Yellow Sugar, 15000 lbs., at 8c. ; 50 bbls. Porto Rico

Sugar, 10000 lbs., at 7c. Paid Taxes, $40.60; for

cleaning store, $4.50.

29. Sold P. D. Conger, Toronto, for Note at 3 months, 30
bbls. Salmon Trout, at $14. Paid our Acceptances due
this day, per check,—one, favor of Smith & Keighley,

and the other ftvor of A. S. Austin.

30. Received from A. S. Austin, Cash on acc't, $100. Bought
of G. C. Winger, Brighton, for Cash, 10 bbls. SjJmo?
Trout, at $9; 25 bbls. "White Fish, at $5 ; I* *»H.

Herrings, at S3. Wm. Golden withdrew on acc't, $215.

Cash saUa, $275.60.
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51. Paid Clerks in full for services to date, per check. Paid
for Advertising; per check, $56.20.

Note.—Make two entries of eettlGment with Clerks, First, debit
Expense $160, and credit each Clerk $40, amonnt of wages for the
month. Next, ascertain the amount actually due each, and make a
second entry debiting the Clerks, and crediting the Bank with the
amount paid.

Merchandise remaining unsold, as per Inventory Book, $14550.

REMARKS 0^ SET VH.

In this Set is represented a practical method of keeping
books which, with slight variation, is adapted to almost every

kind of business. The Cash Book, Invoice Book and Sales

Book are' used as books of original entry. The Journal Day
Book and Bill Book are kept after the form adopted iu the

preceding Set. It will be observed that this mode of keeping
accounts lessens the explanations required, and greatly facili-

tates reference to the several entries ; and by taking th« totals

of certain accounts, instead of each separate item, the labor of

posting is very much reduced. Although certain accounts, as

Cash, Merchandise and Expense, are not posted till the end of

each month, Personal accounts can be kept fully posted and
ready for settlement at any time—a gre.at desideratum in many
business houses ; and most of the work connected with the

books can be done as the transactions occur, thereby prevent-

ing the accumulation of work at periodic intervals, as is the

case when the Invoice Book, Sales Book and Cash Book are

Jouinalized at the end of each month.

The books should be written up, as in the preceding Set.

All the entries in the different books for one day should be

made before any of tbe succeeding day. To avoid confusing

the piipU with too many operations at once, it is better to omit

posting until all the other work of the Set is completed, but in

actual business the pdsiiug, "as well as writing the entries,

should be done from day to day.

JOURNAL DAY BOOK.

The form of this book is the same as that of Set VI, and

requires no further explanation. 'It is used for such miscella-

neous entries only as have no special book apjin^pri.itod U- t!.<;.\.
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INVOICE BOOK

All purchases of merchandise are entered in this book. The
form adopted in this Set is to copy the invoices in full. Tliis

^ives a book record of the details of merchandise purchased, in

;ase tlie original invoice should be lost or destroyed.

It is as couvenitint, and saves a great amount of waiting, to

paste the original invoices into a large book made for the pur-

pose. In some business houses, where the invoices are long,

they are filed and numbered, and only an abstract of them
entered in this book, with the number for reference. It is more
convenient to refer to original invoices, by means of an index
to a book in which they are pasted, than by seeking them
from files.

In whatever form the Invoice Book is kept, every entry af-

fecting the debit side of Merchandise Account should originate

here ; when this is done it becomes a direct check upon the
Dr. side of the^RIerchandise Account in the Ledger.

Merchandise bought on account is posted from this book
directly to the credit of the person's account from whom bought,

and when bought for a note or acceptance, it is posted directly

to the credit of Bills Payable, without passing through the
Journal.

Merchandise purchased for cash is entered in this book, and
also in the Cash Book. It is not posted until the end of the
month, when the total amount is brought from the C. B., and
added to the footing of this book, and then posted in total to
the debit of MeycLandise Account.

SALES BOOK.

All sales of merchandise are entered in this book. The
amounts of goods sold on account and for notes are placed in
the outer column, and posted directly to the debit of the pur-
chaser's account, or to the. debit of Bills Receivable Account,
iu the Ledger.
A merchandise column is kept in the Cash Book, in which

all cash saies of merchandise are entered, therefore these are
not entered in the Sales Book until the end of the month,
when the total ca«h sales are brought from the Cash Book and

165



BOOK-KEEPING.

added to the total footing of the Sales Book, and all posted, in

one amount, to the credit of the Merchandise Account in th«

Ledger.

Wholesale houses generally enter cash sales in detail, as a

memorandnm, in the Sales Book, but do not extend such ea-

tries in the outer column, as they are usually posted from tlie

C. B. This system is necessary when large sales are effected,

for reference, and to guard against error, but it caiinot be car-

ried into practical effect in a retail business, on account of the

number of petty sales that occur during the day, the amount oi

which is ascertained at night, by counting the money in the

drawer.

CASH BOOK-

As the following Casli Book is tlie book of original entry for

all such transactions as are entered upon it, great care is neces-

sary in making theso entries. t

They should be made in such a manner that any person

may be able to determine what account v/as intended to be

debited or credited for the money paid or received. For this

purpose the following HuLE should be observed :

When money is received, write the name of the account to

be credited for it, next the folio or date column on the left

side, and the words of explanation, on the same line a little to

the right. Wlien money is paid write the name of the account

to be debited for it, next the foh'o or date column on the right

side, and the words of explanation on the same line, a little to

the right.

The Ledger titles should be kept in a perpendicular column,
separated by a slight space from the words of explanation.

And it adds greatl}'' to the appearance of the book to begin the

words of explanation all on a perpendicular line made by a
light pencil mark, and to write them one-half smaller than the

Ledger titles.

Post items from the Cash Book, Journal Day Book, Invoice

Book, and Sales Book, in the same order, as regards the dates

when the transactions were entered.

This is a very convenient form for a Cash Book to be kept
in connection with a general merchandise business. The fea-

ture of q)ecial columns may be extended, if desirable.

It will be seen that all cash entries, debit and credit, except
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sales of merchandise, are taken to the Ledsrer from this book,

together with all accounts producing or costing casli.

The columns headed "Merchandise" and "Expensi" will

be found very conveiiient for post.ii)g. Should the casli trans-

actions of a mouth extend over several pages, the footings of

these columns are hrouglit forward to the end of tlie month,
and posted in total. The check marks in the column follow-

ing dates, are made to indicate that the amounts opposite, in

the "Merchandise" and "Expense" columns are not to be

posted, and the figures are the pages of the accounts in the

Lodger to which the amounts in the " Sundries " column oppo-

site, have been posted. The method of posting from the Cash
Book is extremely simple.

The amounts in the " Sundries " column on the Dr. side are

posted to the credit of their respective accounts—the page of

the Ledger being indicated in the folio column, and the

amounts in the " Sundries " column, on the Cr. side, to the

deUt of their respective accounts. The footing of the " Mer-
chandise " cohimn, on the Dr. side, at the end of the month, is

not posted, but carried to the Sales Book and added to the

other sales, and posted therefrom. The total footing of the
" Expense " columu, on the Or. side, is posted to the debit of

Expense Account. The Cash received, or amount of the Dr.

side of the Cash Book, is then posted to the dxhit of Cash
Account, and the total footing of the Cr. side, or cash dis-

bursed, to the credit of Cash Account in the Ledger.

As the debit side ot the Cash Book contains the credits of all

accounts producing cash, and the credit side the debits of all

accounts costing cash, it will be seen that when the above
posting is completed a double entry is effected.

BILL BOOK.
The Bill Book in this set is not used as a book of original

entry to post from, but as an nvxiJIary. To save room we have
not given it. No difficulty, however, will be experienced by

the pupil in supplying it, as he has already Iiad two examples
of its form and use in former j)arts of this work. By the ad-

dition of a few more columns, it may be so kept as to post from,

and thus relieve the Journal Day Book from some entries

ffhich must otherwise be made there.
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JOUENAL DAY BOOK.—SET VIL

Toronto, January 2, 1877. 0)

j

A, R. Sanderson and Wm. Golden have
this day entered into co-partnership, for

the purpose of conducting business, as de-
ifined in their Articles of Co-partnership of

ithis date.

3!*A. S. Austin Dr.
ij To A. R. Sanderson

I
For balance from old account.

' • The Cash and lierchandiae invested ara posted froin
'"jhe Invoice and Cash Books, and therefore do not require
\n) be entered here.

3!H. Gordon Dr.
Ij To Wm. Golden

For balance due from old account.

[Engaged Jas. Spry, Wrn. Active, Geo.
Storey and Isaac Poiter, as Clerks, at

I
$iS() each per year, salaries payable

i

monthly.
11

Bills Rec. Dr.
To H. Gordon

Received from him Note, as por B. B.

,

to be applied on account.
15

Merchants' Bank Dr.
Discount "

To Bills Rec.
Had H. Gordon's Note of the 11th
inst., discounted at Bank, and net

prcjceeds left to oiu' credit,

16

Smith & Keighley Dr.
To Bills Payable

Accepted their Draft at 10 days, for

the amount of Invoice of the 6th inst.

Amount forward
170

870

1000

400

00

00

00

392 20

7 80i

870 OG

1000 00

400 00

1522 80

400 00

1522 80

4192 80 4192180
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Toronto, January 17 1877.

Brought forward

4:J. A. Mathewson Dr.
To Merchants' Bank
" Discount

Remitted him Bank Draft for Invoice;

of yth inat. Discount, $8.62 ; less

Exchange, 34c. ; and Stamp, 9c.

xo —

—

4192

287

80

50

4192

279

80

31

819

2 Merchants' Bank Dr.
6Discor.at "

To Bills Receivable
P. D. Conger's Acceptance of 17tli

inst. discounted, proceeds passed to

our credit. «

_ 32

053 001

900!

H. A. Nelson & Sons Dr.
To H. Gordon

For our Draft at 10 days on H, Gor-
don.

23

3A- S. Austin Dr.
2 To Bills Payable

I Accepted his Draft at 3 days' sight.

2 Bills Rec. Dr.
3 To H. Gordon

! Fur his Note at 3 months.
: 25

4 Cramp, Torrance & Co. Dr.

2, To Bills Payable
Accepted their Draft at 60 days, for

amount of Invoice of 22nd inst.

29

2 Bills Payable Dr.
2, To Merchants' Bank

Pjdd by check our Acceptances, favor

of Smith & Keighley, for § 1522.80,
and favor of A. S. Austin, $200.

200'00

662 00

200I0U

Ainoant forward

171

200

300

1799

1722

00:

00

20

80

9364 30

200

300

1799

1722

00

00

20

80

9364130
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Toronto, January 31, 1877. (3)

Brought forward

Expense Dr.
To James Spry
" William Active
" George Storey
" Isaac Porter

For the month's wa;; i s

.

9364 30

i 16(JoO

5 James Spry Dr.
5 William Active "

5 George Storey
5 Isaac Porter "
21 To Merchants' Bank

For amount due theia Beverally, p^id
per oheok.

10 00
34150

40l00

28|00

9636 80

9634|30

I

40|00
'

40|00

4000

llJiSO

9696lS0

179
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INVOICE BOOK.—SET VII.

Toronto, January 2, 1877, (1)

O.B.

A. R. Sanderson, Investment
Merchandise, as per inventory

Smith & Kelghley, Toronto
650 lbs. Java Coffee at $ 32

15(K) " Ko. 2 Sugar " -09

965 " Uncol'dJapanTea" -56

660 " Young Hyson " "74

760 P. of V:. Tobacco " "30

8

Rimmer, Gunn & Co.,
Montreal

3i001b«. Crushed "A"
Sugar at$ -12

1500 " ElemeFijrg «< -15

ISfiO " S. S. Aim.,lids ** -21

^ months' er. or ^ per cent, offfor cash

9
J. A. Mathewson, Montreal
100 bi8. I-ayer Raisins at $2.25

5 bbls. Zante Currants " 12.50
S motUhs' or. or S per cent, offfor cash

13

J. Carruthers & Co., Kingston
10 bbls. Golden Syrup at ^4.40
4 " BordeauxViu'r " 10.60

100 " Salt " 1.50
Ccuh, as per G. B.

19
Paid H. A. Nelson & Sons, Toronto

200 doz. Com Brooms at $3.25
20 " " " 4.00
20 " " " 4.25

MxaoHANTg' Bank, paid per check

Amount for^-ard

173

208 00
135 00
64040
414 40
225 00

28800
225 00
283 50

22500
62 50

244 00
42 00

150 00

436 00

650 00
80 00
85 00
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SALES BOOK.—SET VIL

Toronto, January 3, 1877. (1)

T. C. Kerr, St. Catharines
5 bbls. Crushed "A" Sugar,

1000 lbs. at $ •12J?'

8 " Strong Baker's Flour,

at $6.00J
Spring " " 5.oU:

Extra " " 7.00!

Superior " '' 7.25

10
10
15

Bills Reo., Acceptance at 10 days

A. S. Austin, Guelph
5 bbla. Salmon Trout at $14.00

20 " Herrings " 4.00

40 " Sup. Ex. Flour " 7.75

10

P. D. Conger, Toronto
2 bags Java OofFoe,

250 lbs. at 9 -40

2 hf-chests Cord Janan,
125 Iba. " .70

500 lbs. Crushed "A" Sugar' ' . 13

SO days
12

T. C. Kerr, St. Catharines
10 bbls. White Fish at $0.00
10 " Salmon Trout " 14.00

3 bags Rio Coffee :

gross, tare.

136 — 12 lbs.

151 — 15 "

]53 — 17 "
_____ <<

440— 44= 396 lbs. net at .40'

Bills Rec. , Note at S months I

15

Henry Gordon, Burrie
i

10 bbiB. Apj.Ies at$4.5()|

10 " Mess Pork " IS.OOl

25 " Sp'g Baker's Fl'r " 7.00'

SO days

Amouul forward

176

125 00'

480o|
55 00^

70,00^

108.75'

70X>0

so'oo:

310 001

100 00,

87 50|
6.^) 00

6000]
140 00,

45 00
l.oOOO

175 00

40G

4G0 00

252 50

158 40! 358 40

370 00

1847105
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Toronto, January 17, 1877.

Brought forward

P. D. Conger, Toronto
1200 Ihs. Cheeae at $ .11

20 bbls. Extra Baker'g
Flour " 7.50

30 " Superior " " 8.00

10 " Salmou Trout " 14.00
Bills Rec, AccejJtance at 60 days

A. S. Austin, Guelph
15 bbls. Salmon Trout at $14.00
8 " White Fish " G.OO
25 " Herringa " 4.00

24

T. G. Kerr, St. Catharines
425 lbs. Factory Cheese at $ .12

4 bxa. P. of W. Tobacco
lbs. tare

.

114 — 19
116 — 19
118 — 20
120 — 20

4G8 — 78 = 390 lbs net at .32

29

P. D. Conger, Toronto
30 bbls. Salmon Trout at §14.00

Bills Rec, Note at S montlis

Gash sales from 0. B.

Total Mdse credit

13200

150 00
240 00
140;00

210l00|

48|00
100 001

61 00

124 80

1847 65

662

358

00

00

175 80

42000

3463J45

3226 70

6690 16

176
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De. CASH.
GASH BOOK.

1877.
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LEDGER—SET VH.

(1)

Dr. A. "R. Sanderson. Gb

1877
Jan.

«



BOOK-KEEPING.

Db. BILLS RECEIVABLE.

(2)

Ca.

To T. C. Kerr, I

S.B.|1
" H.Gordon,

J.
" T. C. Kerr,

S.B.Il
« P. D. Con-

ger,- S.B. '2

" H.Gordon,

I

J.|2
" P. D. Coii-I

ger, S.B.I2

40676

40000

358
40J

662 00

30000

42000

2547 15

1877
Jan. 6 By Cash, C.B.

]5i " Sundries, J.
18' " " J
24I " Cash, C.B."

31 " Balanc4

40675
400'00

662 00
300'00
77840

254715

MERCHANTS' BANK.

1877|
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Dx. RIMMER, GUNN & CO. Cit.

18771
I

Jan. ISiTo Cash, C.B.
" 131 " BalaiMe

•18771 '.

796i50 Jan.! 8 By Mdse.,I.E.
SlGOiOO " 27 " " LB.

3956:50

796 50
316000

3956 50

SMITH & KEIGHLEY.

18771
I

Jan. 116 To B. Pay, J.

" :2ir " Cash, C.B.
" :3l! " Balance

ii
I iil877|

1 1522 80! Jan.
i

5ByMdse, I.B.

2;1000(W| '' 26 " " LB.
11 277;50i

I I

: '2800'30

152280
1277 50

2800 :30

J. A. MATHEWSON.

1877!
I

I i

Jan. 117 To Sundries, J.,2

!i877i
i

I

287 50! Jan.! 9 By Mdse, LB. I 1 287 50

CRAMP, TORRANCE & CO.

18771
Jan. 25|To Bilk Pay./2

,1 J,

1799 20
18771

Jan. 22 By Mdae, LB. ' 2 1799 20

T. C. KERR.

1877' '
1



BOOK-KEEPING.

Db. WILLIAM ACTIVE. Ck.

1877
Jan To Cash, C.B,

" M.Bank, J.

By Expense.J.
i 3 40

40

GO

00

JAMES SPRY.

1877
Jan. 23

26
131

To Cash, C.BJ2
" " C.B.
" M.Bank,J.

I

|!1877'

20 00!
i

Jan. 31
1000
JO

40

By Expeuse,J. 40

40

00

00

GEORGE STOREY.

1877(
Jan. 31 To M.Bank, J. 3 40001 Jan. |31 By Expens6,J.

| S'j 40i00

ISAAC PORTER.

1877
Jan, To Cash, C.B. 2

" M.Bank,J.
By Expense, J 40

40

00

00

MERCHANDISE.

1877
Jan. 31 To Sundries, I [16359

I.B.I2
" LossdbGain

j
4880

121240

II1877!
I

50 Jan.:31 By Sundries,

i

S.B.

15

6690 15

j

14550

121240

l&i
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(«)

Dk. DISCOUNT. Cb.

1877! I
j

Jan. I 6,To Cash, C.B.I2!
" !l5' " B. Kec, J.lll

" lis' " " " J. 2'

" 24 " Cash, C.B.'2
" 31: " Loss(iGai7}\

iXT

189 Jan.. 13 By Cash, CB. 1

I 80

1

9 00 II

6 05'

lolll

38'85li

" |17| " J. A. Math-
ewson, J.I

2jj

EXPENSE.

30i66

819

38185

J^77,
. i

!

Jan. 31 To Sundries,J. 3
*'

I " " " C.B.'2i

160 00:

480 15

640 15

1877
Jan. SIIjBj/ Loss <& Gain 64011"

640 15

FREIGHT.

18771
j

I
I

Jan. 8 To Cash, C.B.'2
"

I 9 " " CB !2

10,70 Jan.

5I40II

isnoi;

3llBy Lossdb Gain 16

16

10

10

LOSS AND GAIN.

1877



BOOK-KEEPING,

Dr. BALANCE.

(T)

Cr.

1877; ,

Jaj).i31,To Cash
B. Rec. !

M. Bank
|

'•1 " A. S.Austin I

"! " H. A. N. &i
Sonj

"\ « P.D.Congerl i

'4 " T. C. Kerr
"! " Mdss.

2105 92 Jan. 3 1 By B. Pay.
77840 " '

'

10315 59 "

388 00 "

20000!

252 50
175 80

1455000

28766 21

Pv. G. &Co.
«' Smith & K.
" A. R. San-

derson
" W. Golden

1799 20
i 3160 00
! 277 50

11177476
'1175475

i2876P2i



BOOK-KEEPING.

BALANCE SHEET.

A " Balance Sheet " is a collection of all the differences

of the Ledger accounts, arranged ao as to show at one view
the results of the business. It embraces, in fact, the Balance,

Loss and Gain, and Stock Accounts. The following form,

although " simply headed " Balance Sheet," includes also the
" Trial Balance.'"

The manner of preparing it is as follows

:

1. Take a sheet of paper of proper size, and for a bordOT,

rule double red lines around the margin.

2. Rule parallel head-lines, leaving proper space for double

headings, as in the examjjlo.

3. Ascertain the number of Ledger accounts to be repre-

sented. If the business is that of a single proprietor, rule in

pencil as many lines as vvill contain all the accounts, and _/iw

additional. If it be a partuersiiip business with two or more
partners, rule three additional lines for each partner ; thus, for

one proprietor, five lines more than all the accounts ; for two
partners, eight lines more than all the accounts ; for three part-

ners, eleven lines more, and so on.

4. Lay off proper spaces for debit and credit money
columns ; firnt for the footings of Ledger Accounts, second for

Grains and Losse.s ; third for Stock, or if partners, for each

partner—and fourth for Resources and Liabilities ; also single

columns for Ledger titles and their Ledger folios and a single

money column for Inventories. The position of these columns
will be seen in the example given.

The ruling of the vertical and horizontal ink lines, and the

method of making the cntrif'S will be better understood by a

simple inspection of the form than by any verbal directions.

!87
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COMPANY ACCOUNTS.

Our space will peiiiiit us to give only one example, which
we will ariange according to the two methods in general use.

1877, Jan. 1, Received from Robert Smith, New Orleans,

to be sold on joint account of himself, James Heaton, and our-

selves, each ^, 100 hhds. Sugar at $60. Paid freight by cheque
$500. Jan. 3, Sold Mark Newton, for cash, 30 hhds. at $80
Jan. 5, Sold Edward Forl)es, on his note, at 30 days, 40 hhd.s

at $80. Jan. 8. Sold Charles Adin, on account, 30 hhds. a

$80. Storage and Advertising $50. Commission 2|%, $200.

Dr.

FIRST METHOD.
MDSE CO. A. . Cr

1877
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In the first, the presumption is that we are not indebted at
present to R. Smith for more than our own share: in the
second, that we are indebted for the whole—to R. Smith, not
only for our ^ but his also, and to James Heaton for his

J. The
closing; entries must correspond to the opening entries in each
case. The pupil will see that the difference between the two
methods is in the opening and closing entries. The above
entries will, of coui-se, indicate the journalizing. It is usual,
in posting from the Journal, to bring the last five items on
Dr. side in one sum under the term '* Sundries." The first

method is the more correct one.

COMMERCIAL CALCULATION^
As the pupil may be supposed to be familiar with the method

of calculating Interest, Discount, Exchange and Simple Equa-
tion of Payments, we will give here only the method of

EQUATING AN ACCOUNT. >

Suppose the following to be Abel Bond's account in our Led-
ger, and it be required to equate it, that is, to find at what time
the balance of the account, ^225, should be paid, so that neither
he nor we shall be the losers in r-e^ard to iuLerest.

Db. ABEL BOND. Cb

1876
Apr.

May
<<

Ju e

July

To Mdse at 3 mos
" 5 "

U it g U

220'Qp!,July

125 00iSep.

200i00
140100

190100

Oct.

By Cash
" ]^uteat3mo!
" Caah

2C0!00

30000
150 00

First ascertain when each amount becomes due, and then

assume the latest date upon which any item on either side

becomes due as the date of settlement. Multij)ly each item on

both sides by the number of days between its di'.te and the

assumed date. Find the sum of the ])roduots on each side, and

divide the difference between the two sums by the balance ol

the account. The quotient will be the number of days that tht

assumed date is out'of the reckoning.

If the difference of {)roducts and tli'" brtlance of the accoun<

fall on llie same bide count backwards ; if on opposite sides conn'

Jorwards.

VJi)
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EXAMPLE.

1876 Am'ts.
I

Days. I Products
1

1876 |Am't3.| Days. Products

July 3
Oct. 1

Nov. 15
1877

Feb. 24
April 1

220
125
200

140
190

875
650

225

272 59840 iMuly 1 200 I 274
182 22750 IPec. 20 300 ! 11)2

137 27400 hOct. 3l 150 i 180

5040

54800
3()600

27000

1150.30

1124(10

2630

11

650 112400

The differences falling both on the
same eide we count backwards 11

days from April l.st, which brings

the equated time to March 21st,

11877.

Any other date may be assumed. If the earliest date had
been assumed, the direrfion of couviing would have been oppo-

site to that above ; the general rule being—when the diff.T-

ences fall botli on the same side, to count from the assumed date

in the same i' .rdion as the other dates are in regard to it;

when the differences fall on opposite sides, to count from the as-

sumed date in an opposite direction to that of the other dates in

regard to it.

The thoughtful pupil will readily see that if he multiply the

difference of the products by the rate per cent, and divide by
26500 he will have the balance of interest, on April Lst, and
therefore the amount which settles the account at tliat date.

Another mcth'-d of firding the average date is to ascertain

what the balavce of interest would bo at the assumed date of set-

tlement. If the balance of interest is in favor of Abel Bond,
he is entitled to keep the balance of the account long enough to

produce that interest ; hence the true date will be subsequent to

the assumed one. and we must count forwards, and if the balance

of interest is againM him, the true date will be just as long

be/ore the a.s.sumed one, and we must cHint backwards.

As, for the purpos'^ of merely equating the account, it is im-
material what riite per cent, wo ta.ke so long as we use the same
for both RJdes. we choose 6%, and reckon 360 days to the year.

Id)



1876.

July
<3ct()ber

Nov.
1877.

Feb.

April

Am'ts.

220
125
200

!40

190

875
(350

Dayg.

BOOK-KEEPINQ.

EXAMPLE.

Int'st.

272
182
137

36

225

1876.

9.97 j'July

3.79
I

Dec.

4.57 I
October

.84

19.17

18.73



B(>()K-KE«-'P1NG.

CLASSIFICATION OF ACCOUNTS.

Accounts 1 avp been classified in various ways, but we will

here mention only four of these :

—

I. The older writers generally divided them into Personal,
Real, and Ficlitious or Nominal.

Personal.—TJiose in the names of the persons with whom
we do business on credit; as Robert Smith, Charles Adin,
etc.

Real,—Those re{)resenting property, as Cash, Mdse., Real
Estate, Railroad Stock, Bills Receivable, and including

also Bills Payable.

Fictitious or Nominal.—Those representing the different

kinds of expenses, and various other causes which add to,

or take fron:, the gain which the Mdse. Acct. may show ;

—

as Interpsr, Commission, Exj)ense, the Loss and Gain acct,

proper, an<l including also Stock acct.

NOTK.—If a Bank Accouju be tcut. some call it a Ileal account, as it represents Cash
immedUitely available; others a I'ersonai account, at* the Bank stands related to U8
»a l)r, or Cr. in the same way as any person does.

TI. PersorvaJ '^^'^•-^*^. TD^ov^rty accounts, and accounts

of Causes ; corresponding severally with the divisions in No. I.

Til, Personal and Impersonal ; or accounts of Persons
an<l Thi-^gs.

Personal.—All p?rsw/,s with whom we do business on credit,

including Bank account, and the proprietor's investment ac-

count, called Stock or Capital.

Impersonal.—All not personal; that is, those representing

thinys—not only material, tangible things, such as Cash,

Merchandise, Bills Receivable, Bills Payable, Railroad

Stock, Real Estate, etc, but also anything in the shape of

accommodation or advantage received or given by us, and
having a money value in relation to our business.

IV. The most jn-actical division is into Asset and Lia-
bility accounts, and Loss and Gain accounts.

Asset and Liability accounts.—Those whose closing entry

shows an asset or a liability ; as, Cash, Bills Receivable,

Bills Payable, Bank, Robert Smith, Robert Smith's Con-

signment.

Loss and Gain accounts.—Those whose closing entry

shows a loss or a gain ; as, Merchandise, ileal Estate, Bank

1.4a



BOOK-KEEPING.

Stock, Shipment to Hamilton, Commission, Interest, In-

surance, Expense, and the Loss and Gain account proj>er.

NOTli.—Any speculative property on hand, as found by Ukin^ stock, is an aiset.

Of these classiticut ions, III. and IV. seem to us the only

ones of any special value. The former afibrds the means of

showing the reason for debiting and crediting accounts of things

as well as accounts of persons. The latter is of practical utility,

in leading us direct to the great end of ill account-keeping,

namely, the present financial condition of the business, oxA the

ways and means by which from a known previous condition the

present one has been attained.

NOTE.—The terms Real and Representative have been applied by some to the two
dir:j!ons in No. IV. As these t«rnis, ho*ever, are used by otiiers in a different sense, we
liave preferred, rather than confuse the student by then- <!',-..;. . . ,';fTf r iitly ao-
plied, to OiJ! (iittn tiiijpiy As^, t aiul i.iiii>;iit( ;i.:couatt, aiij iMia and Ga;n ftuco^.uis

The lonxua ax« sometimeB call&d / »tate Aoaotunia,

UUL



EXAMINATION PAPERS
ON

SILKCTED CHIBFLY

FROM THOSE PREPARED UNDER THE DIRECTION OF
THE EDUCATION DEPARTMENT FOR ONTARIO.

aSOOND CLASS CKKTIFICATES^ JULY, 1^1.

TiMX

—

One Hour and a Half.

L Dwcrtb« th« Cask Book, Jcmmal, Led^erond Invoioe Book.

2. Yoa coiamenoe biuinesa wit^. 96,000 cash, and |6,00O {;oods parchwedtroui A. B
»t 6 months. Shew what accoauU you would open.

8. >^lui sccnnnta would b« a2«oCed, and Uow, by ths foUowios tmtriea

:

(1) Sold ^oods to A. «B aoooant, $600.

(5) Sold goods to B. CO tb« amount of 91,000, noetrtog fOOO otuih and hla iiot« at

i mouths, payable at Bank of Toronto.

n) fiontrbt gxKxls from C, 91,000, p^yiof; 9B00 oaik a&d giving my uou at 4
months, payabl* at Baiik of Comuierc«.

(4) Had B.'s aot« dl8oount«d at Bank of Torsnto at 8 par cent.

(6) K<>c«iTed a legacy ot $800,

A WJiat Is tho objoct of th« Proflt and Lota acoouutT When do you dobit and credit

it?

&. Deaoribe th« stcpa you would take in clouusr a aat of books.

naST CLASS certificates, august, 1871.

Time—One Hour and a Half.

I WkstistlM object of book^JueaintfT Stats tho books usually employed, andtk*
Mof each.
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2. Whut is the distluotion between re^ and flctitiou* v.-«<.tu(U>

5. Stat« fully how you balance the foUowiog »scouni»

(a) Goods.

(b) Profit and Losa

(c) Balance.

4. What is meant by a trial balance 1

6. JoonuiUze the following Iransftctions :—

(a) Bought from McMaster & Co., 50 pieces cloth, containing 80 yards each
at $3J per yard, paid cash §1,000, and b'ave my note at e months foi

remainder.

(b) Sold to John iiimith, goods $300, received in cash $150, and bi« note at

}

months for the remainder.

(«) Discounted the above note at 7 per cent.

(d) Lost my pocket book containing JltJC.

(«) The pocket boolc was found a few days after and returned, when I ca«
$10 to the fiuder.

8. Shew how to average au account. Bouglit goods from A, R. McMaster & Bro. at
per invoice : April 4th, 8C00 on 4 months ; May 16th, 3980 on 6 months ; June
12th, $1,020 ou 4 months. Paid on account, May 20th, $750 ; June 6th, |720
July 10th, $300. When must 1 pay the balance?

FIRST CLASS CERTIFICATE—DECEMBER, 1874.

Time—One Hour and a Quarter.

L Are ail the R«al Accounts closed To or By Profit and Loss T Give raason (or youi
answer.

2. Explain how the following accounts are closed : Profit and Loss, Stock, Balance.

i. Define P>ili of Lading, Bonded. Goods, Bill of Entry, Consignment, Manifest, Letter
of Credit, Salvage.

. Shew with example how to " average an account."

fi. Shew how to journalize in the following cases :—When I seH goods of one sort f<»
part .ijoods of another sort, part cash, part bills, and part credit. When I buy
goods of one sort for part goods of another sort, part credit, part cash, and part
bills. When I receive a legacy in houses, or lands, or goods. When I buy a
bill of ajiother for readj' money and receive discount. When I sell a bill for
cash and give discount. When goods bought on credit, are sent to sea for my
o-ATi account. When goods aro sent to sea for my Factoi-'s account, which were
formerly entered in my books. When thegoods of another person are iniurod by
me and I receive the money, (1) presently, (2) not presently. When g6ods of

my own that were insured are cast aw.-iv at sea. When the insurance is paid to
me after I have entered the circumstances in my books. Wlien goods in Com-
pany are sold by me ou credit. When goods of my partner aro brought into
Company.

ssT- CLASS CERTIFICATES—JULY, 1876.

Time—One Hour and a Quarte*.
Kb.
L Give in faH your method of closing a set of Books (Double Entry).

IL Classify th(9 following accouiitit for closing purposes, am! cx))lain howMMh Mccnnt
is «loe«si—Stock, Caith, Merchandise, Balanoe, Bank, Bank Stock.



BOOK-KEEPINO. Ul

m. Oire the Day Book entri«« th»t would reqoire the following Jounul entriw:—

t etc

(a) John Thompson, Dr 1800 00

Bank, .. 1200 00

To Bills Recelrahle.

f»> Shipment to A. Low, Dr
A. Low, "

To Merchandiie.
H Cash

• Ota.

8000 00

1100 00
1060 OP

ISO 00
(V) John Henry, Dr 120 00

To John Henry'b Consignment

IV. JoornaliEe the following transactions, post and close the Ledper :

—

Julv 1st, 1876 Invested in business, cash, $400 ; merchandise, $4,7S0 ; a note fo*

$800 in favor of John Hill, signed by W. WiUings, and endorsed by H-
Cooper, dated May 18th, 1875, at 90 days ; an accepted draft for $500, drawn
bv H. Simpson on Georgt; Dean, May 10th, 1875, at 90 davs, and accepted
M"ay 15th; R. Maiminsr's account, $300; Real Estate, $3,000. 2nd. Sold
McCrea, Brothers, merchandise as per invoice, ?20C' ; received in payment
cheque on Ontario I3ank for $100, their note to balance. 3rd. Shipped R.
Manning $3,000 worth of merchandLse, one-half from my storehouse, balancs
bought from J. Heal on my note at SO days. 4th. Received from R.
Manning his second consignment, consisting cf 100 bbls. flour. Invoiced at

$8 per bbl ;
paid freight and drayage on same by cheque, $130. 6th. Sold

R. Dunn 100 bbls. flour, from R. Manning's consignment No. 2, at $12. 60
per bbl ; received In payment a cheque on Bank for ?300, an order on A. B,

for $60, cash for balance. 10th. Closed R Manning's consignment (No. 2\
and rendered him an account-sales of the same ; our charge for storage, 4c.,

eommiasiori, $40 ; R Manning's net proceeds remitted in cash, $1,020. 19th.

Received acconnt-sales of merchandise shipped R. Manning on the Srd inst.,

$20 ; accompanied by a cheque for amt. of our net proceeds, $33,600, which
I deposited in Bank." Merchaudlso on hand, as ptT inventory, $3,250.00.

T. Write oat the Business Forme required in the preceding question for the Ijt uia
Snd ot the month.

gECOND CLASS CERTIFICATES-JTJLT, 187*

TiMK

—

One Hour and a Quarter.

L WUeh do yon consider the more Batlsfactory lystem of Book-ke«plng, Stngi* oh
Double Entry ? Give your reasons in full.

1 Explain the following terms as used in Book-keeping : Bills Payable, Stock, Ship-
ment, Consignment, Account Sales, Acceptance, Drawee, Protest.

Ik Jo'imalize the following. Give your rule, and show that it is aatiafactory whoa
•ppliod to these particular entries :

(a) July l6t, 1876. I commence business investing as follows :—Cash
$5,000, Mdse. $2,500, Wood for use in Store $100. I owe on a note,
favor of John Thompson, dated June 1st., at 6 mos. $1,200 with one
month's Interest on same $8.

(b) Bought of John Jones Mdse. aa per invoice $1,200. Gave in paymeni
my note for $600 at 30 days. Balance on account.

(c) Rec'd. from Kerry Kerr 100 Bbls. Flour Invoiced at $8 per bbl., to be
sold OD his account and risk, paid drayage, too., by an order on W.
Smith $40.

4 tt** Dkt Book entries corresponding to the following ioxuoalssMm r



! BOOK-KEKPINO.

(ft) BTdfw. Dr.
Bank "

To John Wftlk«r.

(b) Bills Pay«bl«, Dr..
To Bank
" Wm. West.
• Dlficount .

2S0



B!)(.,'K-KEEPING. V

A. B and C. D. nm In partnership. On cloMnp th« hooks the ratrtnara* C«pil«J
Accoinite i\nd the lyoss ar.d unin fccconnts are m followr* :— A. B., Dr $300, Cr.
12000; C. I)., Dr. ?400, Cr #2100; I^sg and Oaiti, I)r $100, Cr. 8620. liequired
the net (?ftiii, and e.'i^Ji partner"? present not capital. liequired also the present
UabllJtiee of the concern, the Or. Bide of Balance Acct being |rie,930.

FINAL EXAMINATION.

FIFTIKTH SESSION. DECEMBER, 1878.

FIRST AND SECOND CLASS CERTIFICATES.

Time—Two Hours.
I. Before cloning; Kdse., Bank Stock, Real Estate, or any tpeetUative property

accosut, with a vies"' to find the i?ain or loss, what must be flnrt taken into con-
gidoratton, and what must be done with it?

t Wnat does the Loss and Gain account contain when completed? What does the
Balance account contain T

3. Id a business wliere the tranBactlons arc gome for cash, and some on time, either b^
note or not, name the accounte which will be closed Into Balance, and those
which will be closed Into Losji and Gain, etatinsr the aide of these two accounts
to whicl] the cloeinp entries will be transferred

4. Give an exatTiple of a sale for cash, one receiving the buyer's note, uid one on
account OiTe Day Kook and Journal entries.

6. GWe an example of a purchase made by vw, we jrlving in payment part cash, part
our own note, part another's note, and cheque on Bank for balance. Give Day
Book and Journal entries.

6. Journalize the following :

—

1873, Not. 25—Received of A.B. hi» acceptance at one month. $i£^
t7—Paid A. B.'8 Bill into Bpnk for discount

Bill $460 00
Discount. 2 25

447 75
7. Why is it that when a conslifMneint of gtwda Is made to tu to be sold on account of

another, we do nfit enter in the Ledger the value of the jfoods, while, if we con-
ni.gn good? to another to be sold by him on our account, we do enter the value
Off the goods f

8 Give an example of an expenditure which would be more properly put In Private
Account than in Expense, and one which would be more properly put in
Capital or Stock than !n either Private or Expense. Give a ca.se of cash going
out of our possession for which no account but Loss and Gain, could well be
debited.

». From the following Trial Balance find each pnrtner'.i present net capitaJ, arranging
the entriee in the Partners' accounts, the Los.s and Gain and Balance accounts,
aM they would be in the ordinarj- closing of the Ledger.

$1000





IJSTJDEX.

Accepted Draft, form of *

Account, nature and form of an '

Account, examples of independent l'^

" 'xamples of connected 1"

" object of a set of 3, 29, 102
" averaging of 19''

" classification of IS**

Assets, nature of ^

Balance, the meaning of the term in closing entries 130

Balance Account, remarks on 134
" Sheet, remarks on 125, 187

'• forms of 41,56,82,88,125,188
" Trial, remarks on 123

" forms of 122,124
Hills and Notes, remarks on 144

" " journalizing of 151, 152, 153

Bdls, Due, forms of 97

Bill of goods, forms of 94

Bill Book, remarks on 61

form of 74, 160

Capital or Stock Account, remarks on .. 20, 27,46, 134

Cash Book, remarks on 60, 166
" forms of 71, i78

Checks, journalizing 153

Classification of Accounts 193

Closing Ledger Accounts, remarks on.....^ 129

Consignments, remarks on 152

Day Book, remarks on 44, 60, 104

Days of Grace 144

Double Entry, fundamental principles of .28, 103

how it diflfers from Single... 28,90, 102

Dr. and Cr., remarks on their use 11, 106

Drafts, forms of 2, 99, IOC
" journalizing 152

Due Bills, forms of 97

Equating of Accounts ... • 19C

Elqual Debits and Credits, a fm 'amental principle of D. E 28, 103

Errorj, detection and correction of 13S

Examination Papers i, ii, iii, iv, v.
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General Statement, forms of, Single Entry 41, 56, 82, 88
" " " Double Entry 125,188

Interest Account, remarks on 128, 146
Inventory Book, remarks on 62
Invoice Book, remarks on 61, 165

" form of 173
Invoices, forms of 95

Journal, remarks on 104
Journal Day Book, remarks on 157, 164

" " formof 158,170
Journalizing, general directions for 105

Ledger, remarks on 28, 45, 107
" Single and Double Entry, how they differ 28, 90, 102
" Accounts, remarks on closing 12!)
" " order of closing 131

Ledger Postings, proof of, in Single Entry 60
Liabilities, nature of 4, <5

Merchandise Account, how closed 130, 133
Merchandise Co. Accounts, example of 189

Notes and Bills, remarks on ... 144
" " discounted 151, 153
" " renewal of 153
" " protested for non-acceptance 152
*' " protested for non-payment 152

Orders, forms of 96
Object of a set of Accounta 3, 29, 102

Posting, on 46, 108
Promissory Notes, forms of I, 97
Proprietor's Investment Account, remarks on 20, 27,46, 134

Receipts, forms of '. 92
Sales Book, remarks on 165

" form of 175

Shipments, remarks on 161

Single Entry, how it differs from Double Entry : 28, 90, 102

defectsof .'. 89

Speculative Property Accounts, remarks on 130

Statements, forms of. Single Entry 41, 56, 82, 88
" " Double Entry 125,188

Stock or Capital Account 20, 27, 46, 134

Trial Baluice, remarks tn 123
" forms of ; 122, 124



Gage's Practical Speller.
A new Maaiial of Spellings and Dictation. Price, 30 Cents

PKOMl.Na.N'f CEATUBBS

The book is divided into tive parte as follows :

PART I.

Contains the words in common use in daily life together with abbrevia-
tions, fomu, etc. If a boy has to leave school early, he should at least
know how to spell the words of common occurrence in connection with his
business.

PART II.

Gives words liable to be spelled incorrectly because the same sounds are
spelled in various ways in them.

PART III.

Contains words pronounced alike but spelled differently with different
meaning^s.

PART IV.

Contains a lar^ collection of the most difficult words in oommou use,
and is intended to supply material for a general review, and for spelling
matches and tests.

PAB* V.

Contains literary selections which are intended to be mernorized and re-
cited as well as used for dictation lessona and lessons in rturrals.

mcTATiON LBasoxa.

All the lessons are suitable for diotatiou lessons on the slats or in dicta-
tion book.

SVTIBWa.

These will be found tbrou^'hont the book.

An excellent compendium. AUx. MeRae.PHn. Aeaay,IHgby,N.S.
I regard it as a necessity and an excellent compendium of the subject

of which it treats. Its natural and judicious arrangement well accords
with its title. Pupils instructed in its principles, under the care of diligent
teachers, cannot fail to become correct spellers. It great value will, doubt-
less, secure for it a wide circulation. 1 have seen no book on the subject
which I can more cordially recommend than "The Practical Speller."

Supply a want long felt. John Johnston, I.P.S., BelUville.
The hints for teaching spelUnjr are excellent. I have shown it to a num-

ber of experienced teachers, and they all think It is the best and most prac-
tical work on spelling and dictation ever presented to the public. U will
supply a want long felt by teachers.

Admirably adapted. Colin W. Roscoe, I.P.S., Wol/ville, N. s.
The arrangement and grading of the different classes of words I regard

as excellent. Much benefit must arise from committing to uiemorj- the
"Literary Selections." The work is admirably adaptwl to our public

'

sohools, and I shall recommend it as the best I have seen. I



m. J. ©age ^ €o'B. ^ctD ebumtioual gEorks.

THE BEST ELEMENTARY TEXT-BOOK OF THE YEAR.

Gage's Practical Speller.
A MANUAL OF SPELLING AND DICTATION.

Price, 30 Cents.

Sixty copies ordered. Mollst Forest Advocate.

After careful inspect on we unhesitatingly pronounce it the best spell-

ing book ever in use in our public schools. The ['ractical Speller secures
j

an easy access to its contents )>y the very s.\ steniatic arrangements of the

wTsrds in topical classes ; a permanent impression on the memory by the

frequent review of difficult words ; and a saving- of time and effort by the

selection of only such words as are dihicult and of couinion occurrence

Mr. Reid, H. S. Master heartily recommends the work, and ordered some

sixty copies. It is a liook that should be on every business man's table as

well as in the school room.

Is a necessity. Prb.sb. Wit.nbss, Halifax.

We have already had repeated occasion to speak highly of the Educa-

tional Series of which this book is one. The •' Speller" is a necessity ; and

we have seen no book which we can recommend more heartily than the one

before us.

Good print. Bowmanville Observer.

The " Practical Speller" is a credit to the publishers in its general get

up, classification of subjects, and clearness of treatment. The child wli«

uses this book will not have damaged eyesight through bad print.

What it is. Straturoy Age.

It is a series of graded lessons, containing the words in general use,

with abbreviations, etc. ; words of similar pronunciation and different spell-

ing a collection of the most difficult words in the language, and a number
of literary selections which may be used for dictation lessons, and commit'

ted to memory by the pupils.

o
Eviery teacher should introduce it. Canadian Statesman.

It is an improvement on thp old spelling book. Every teacher should

introduce it into his classes

The best yet seen. Colchester Sun, Nova Scotia.

Itis away ahead of any"speller"that we have heretofore seen. Our public

schools want a good spelling book. The publication before us is the best

we have jet seen.
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Authorized for use in the Schools of Ontario.

The Epoch Primer of English History.
By Rev. M. Creic.iiton, M. A., Late Fellow and Tutor of Morton College,

Oxford.

Sixth Edition, - Price, 30 Cents.

Most thorough. ABEsnEKN ,lot rnal.

This volume, taken with the eight small volumes containiii',' the ac-

counts of the diflerent epochs, presents what may be rejjarded as the most

thoro\if,'h course of elementary Eiifrlish History ever published.

What was needed. Toronto Daily Globe.

It is just such a manual as is needed by public school pupils who are

going up for a High School course.

Used in separate schools. M. Stafford, Priest.
We arc using this liistorv in our Convent and Separate Schools in Lind-

say.

Very concise. Hamilton Times.

'..A very concise little book that should boused in the Schools. In its

pages will be found inoidenta of English History from A. D. 43 to 1S70, in'

tercsting alike to young and old.

A favorite. Londo.n advertiser.

The book will prove a favorite with teachers preparing pupils for the

entrance examinations to the High Schools.

Very attractive. Britlsii Whig, Kingston.

This little book, of one hundred and forty pages, presents history in a

very attractive shap(!.

Wisely arranged. Canada Presbtterian.

The epochs chosen for the division of English History are well marked

—not mere artilicial milestones, arbitrarily erected by the author, but rea|

natural landmarks, consisting of great and important events or remarkable

changes.

Interesting. Varmoi-th Tribvne, Xova Scotia.

With a perfect freedom from all looseness of style the interest is so well

sustained tliroughout the narrative that those who commence to read it

will fina it difficult to leave off with its perusal incomplete.

Comprehensive. Literary World.

The special value of this historical outline is that it gives the reader a

comprehensive view of the course of niemonable events and epochs.
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HAMELLV SMITH'S MATHEMATICAL WORKS.
Authorized for use, aiirl now naod in iinarly all the principal Schools of

intari . Quebec, Nova Scotia and Manitoba.

Haniblin Smith's Arithmetic.
An Advanced treatise, on the Unitary System, by J. HambI/Tn Smith,

M. A., of Gon\ ille and C'aius Collecres, and late lecturer of St. Peter's Col-
leg-e, Cainliridge. Adajitcd to Canadian Schools, by Thomas Kirkland,
M. A., Sjiencc Master, Normal School, Toronto, and William Scott, B. A.,
Head Master Model School for Ontario.

12th Edition.
'

Price, 75 Cents.

I
KEY. A complete Key to the above Arithmetic, by the Authors.

I

Price, $2.00.

Hamblin Smith's Algebra.
An Elementary Algebra, by ,T. Hamblin Smith, M. A., with Appendix

by Alfred Baker, R. A., Mathematical Tutor, University College, Toronto.

8th Edition Price, 90 Cents.

ivEY. A complete Key to Hamblin Smith's AIg.»bra.

Price, $2.75.

Hamblin Smith's Elements of Geometry.
Containin;? Books I. to VI., and portions of Bocks XI. and XII.,of Kuelid.

with Exercises and Notes, by J. Hamblin Smith, M. A., &c., and Examina-
tion Papers, from the Toronto and McGill Universities, and Normal School.
Toronto.
Price, 00 Cents.

Hamblin Smith's Geometry Books, i and 2.

Price, 30 Cents.

Hamblin Smith's Statics.
By J. Hamblin Smith, M. A., with Appendix by Thomas Kirkland, M. A.,

Science Master, Normal School, Toronto.

Price, 90 Cents.

Hamblin Smith's Hydrostatics. 75 cents.

iCEY. statics and Hydrostatics, in one volume. $2.00.

Hamblin Smith's Trigonometry. $1.25.

KEY.—To the above. $2.50.
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BOOKS FOR TEACHERS AND STUDENTS, BY DR. McLELLAN.

Examination Papers in Arithmetic.
By J. A. McLellan, M. A., LL. D., Inspector of Uiifh Schools, Out., and

Thomas KiRiaAM), M. A., Science Master, Nonnal Strliool, Toronto.
" In our opinion the best Collection of Problems on the American Con-

tinent."

—

National Tkacheiis' Monthlv, N. Y.

Seventh Complete Edition, - - Price. $1.00.

Examination Papers in Arithmetic. ---Part I.

By J. A. McLella.n, M. A., LL. D., and Tiios. Kirklasd, JI. A.

Price, ----- 50 Cents.
This Edition has been issued at the request of a large number of Public

School tuachers who wish to have a Cheap Edition for the use of their
pupils preparing for admission to High School-

i

Hints and Answers to Examination Papers
in Arithmetic.

^ By J. A. McLellan, M. A., LL. D., and Tuos. Kikklaxd, M. A.

FoiiTth Edition, - - - - - $1 OO.

McLellan's Mental Arithmetic. ---Part I.

Containinjf the Fundamental Rules, Fractions and Analysis.

By J. A. McLella.n, M. A., LL. D., Inspector High Schools, Ontario.

Third Edition, - - - - SO Cents.
Authorized for use in the Schools of Nova Scotia.

McLellan's Mental A.rithmetic.---Part II.

Specially adapted for Model and High School Students.

Third Edition, - - - Price, 45 Cents.

The Teacher's Hand Book of Algebra.
By J. A. McLella.v, M. A., LL D.

Second Complete Edition, - . . $1.25.

Teacher's Hand Book of Algebra. ---Part I.

Prepared for the use of Intcnnediate Students.

Price, ... - - 75 Cents.

Key to Teacher's Hand Book of Algebra.
Second Edition, . . _ Price, $1.5Q.
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WORKS FOR TEACHERS AND STUDENTS. BY JAS. L. HUGHES.

Examination Primer in Canadian History.
On the Topical Method. By J as. L. Hugh ks, inspector of Schools, To.

ronto. A Primer for Students prep)ariiijf for Examiuation. Price, 25c

Mistakes in Teaching.
By JAd. LAHOHiiiN Hughes. Second edition. Price, 50c.

AIK)PTBD Br STATU UNIVBRfilTT OF IOWA, A8 AM BLBMBNTARY WORK KOR USK
OV TBACHBRS.

TWs work discusses in a terse manner over one hundred of the mistakes
commonly made l>y untrained or inext>erionced Teachers. It is dcsij^ned to

warn youn;^ Teachers of the errors thej- are lial)le to make, and to help the

older members of the profession to discard whatever methods or habits may
be preventing their higher success.

The mistakes are arranged under the following heads :

1. Mistakes in Management. 2. Mistakes in Disoiplinti. k. Mistakes in

Methods. 1. Mistakes in Manner.

How to Secure and Retain Attention.
By Jas. Laughlin HnoHBs. Price, 25 Cente.

Comprising Kinds of Attention. Characteristics of Positive Attention!

Characteristics of The Teacher. How to Control a Class. Developing Men
tal Activity. Cultivation of the Senses.

(From Thr School and Universitt MAOAZtNK, London, Eno.)

"Replete with valuable hints and practical suggestions which are evident-

ly the result of wide experience in the scholastic profession."

Manual of Drill and Calisthenics for use in

Schools.
By J. L. HcGUBs), Public School Inspector, Toronto, Graduate of Military

Hchool, H. M. 2ath Regiment. Price, 40 Cents,

The work contains : The Squad Drill prescribed for Public Sphoils in On
tario, with full and e.xplicit directions for teaching it. Free Gymnastic Ex
urcises, carefully selected from the beat German and .-Vmerican systems
and arranged in proper classes. German Calisthenic Exercises, as taught
h\ the late Colonol Goodwin in Toronto Nonnal School, and in England
.Several of the best Kindergarten Games, and a few choice Exercise Smigs

The instructions throughout the book are divested, as far as possible, of

unnecessary technicalities.

" A most valuable book for every teacher, ])articularly In countrj' ]>l.ice8-

It embraces all that a school teacher should teach his pupils on this subject.

,\nv teaclier can use the easy drill lessons, and by doing so he will be con-

ferring a benefit on his country."—C. RAnrLrrPB Dkarnalt, Major Kirnit

Life Guards, Drill Instructor Normal and Model Schools, Toronto.
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MASON'S GRADUATED SERIES OF ENGLISH GRAMMARS.

Mason's Outlines of English Grammar.
For the use of junior classes.

Price, 45 Cents.

Mason's Shorter English Grammar.
With copious and carefully graded exercises, 243 pages.

Price, 60 Cents.

Mason's Advanced Grammar.
Including the principles of Grammatical Analysis. By C. P. Mason,

B. A., F. C. F., fellow of University College, London. Enlarged and
thoroughly roviseJ, with Examinations Papers added by W.IIouston. M.A.,

27th Edition, price, 75 Cents-
" 1 asked a grammar school inspector in the old country to send me the

best grannnar published there. He in\mediatcly sent Mason's. The chap-
ters on the analysis of dillirult sdVitences is of itself sufficient to place the
work far bevond any English Grammar hitherto before the Canadian t>ub-

lio "—Alex."t>im.s, M. A., H. M. H. S., Oakville.

§

English Grammar Practice.
This work consists of the Exercises appended to the " Shorter English

Grammar," published in a separate form. They arc arranged in progressive
lessons in such a manner as to be available with almost any text book of

English Grammar, and take the learner by easy stages from the simplest
English work to the most difficult constructions in the language.

Price, 30 Cents.

Outlines of English Grammar.
These elementary ideas are reduced to regular fonn by means of canful

definitions and plain rules, illustrated by abundant and varied cxamplis lor

practice. The learner is made acquainted, in moderate measure, with the
most imjwrtant of the older forms of English, with the way in which words
are constnictcd, and with the elements of which modern English is made
up. Analysis is treated so far as to give the jiower of dealing with sen-

tences of plain c'"jnstr\iction and moderate dificulty. In the

English Grammar
the same subjects are presented with much greater fulness, and carried to

a more advanced and difficult stage. The work contains ample materials
for the requirements of Coinpctitivo Examinations reaching at Ica.st the
standard of the Matriculation Examination of the University of London.

The Shorter English Grammar.
is intended for learners who have but a limited amoTmt of time at their dis-

jKisal for English studies ; hut the experience of schools in which it has
been the only Enffjish Grammar used, has shown that, when well mastered,
this work also is sufficient for the London Matriculation Examination.
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BEST AUTHOniZEU ELEMENTARY TEXT-BOOKS IN GRAMMAR.

Revised Ed. Miller's Language Lessons.
Price, 25 Cents.

PROOFS OF TilE SCPERIORITT OF MILLER'S REVISED EDITION OVER ALL OTHERS.

Its enormous sale

Nearly two hundred thousand have been sold within the last four years.

Miller's Swinton's is authorized by the Education Lk;partment for use in

the Schools of Ontario.

Onlv iMiticn adapted by the Protestant Board of Education of Montreal,

and a3od In miny cf thv principal Schccls of the Prt>vince of Quebec.

Only Editiin uaed in the Schools of Newfoundland.

Only Editiia adipted bythe "upL.of Education fcr theSchoolscf Manitoba.

Miller^ ilevised S*intin is uscii in nine tenths tf the principal Schools of

Ontario.
Onlv EiitiJSi prepared as an Introductory Book to Mason's Grammar,

both having the 'same U?flnltions.

A THQKOUOE EXAMINATION GZVM.

To the Prfstflcr.l an'5 M::T,»Krg cf the County of Elgin Teachers' Associa-

tion : lu accordance w.\\\ a nn.tion passed at the last rejrular meeting of the

Association, appciiitii.g the undersigned a Comirdttee to consider the re-

spective merits ef ('ifJcicnt English Grammars, with a view to suggest the

niostsuitatlc one fcr ^uUk Hthocls, we brg leave to report, that, after ful-

!v cciiparing the varicuj editions that have been rcccmmcnded, we believe

that " Mdlcr's ;5winf.ori'g Lar.^age Lessons " is the best adapted to the

wants of junlir r-upita, and we would ur^'e its authorization on the Govern-

nient, and its Introduction into our Public SohcoLs.

Signed, A. E. Bitlsk, Co Inspector J. M.:Lran, Town Inspector.

J. MiLLAR, M. A., Head Master St Thomas Collegiate Institute.

A. .Stkele, ma, " Orangcville High School.

N. Campbsll, " Co of Elgin Model School.

It was moved and seconded that the report be received and adopted.—

Carried unanimously.

To avoid mistakes, ask for Miller's Swinton's.

Mason's Outlines of English Grammar.
AUTHOniZED FOR USE IN SCHOOLS.

New and Improved Edition. For the use of Junior Classes, by C P
Mas'j.v, B. a., F. C. p.. Fellow of University College, London.

Sixth English, and. fourth Canadian Edition, price 45 cts.

From the Daily Globe, Toronto.
Mr. C. P. Mason, whoso excellent " English Grammar" is now the author-

ized text b^^k in the schools of Ontario, has prcjiarcd and issued a more el-

cmentarv and much-needed work entitled "Outlines of English Grammar.

Tlic text of this work is substnntiallv the same as that of the larger treatise

in both matter and form, except that the very elaborate notes m the latter

arc either omitted or very much reduced in extent.
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EXAMINATION SERIES.

Canadian History.
By James L. HroiiES, Inspector of Public Schools, Toronto.

Price, 25 Cents.

HISTORY TAUGHT BY TOPICAL METHOD.
A PRIMRR IN" CAXAPIAN" IIISTORV. FOR SCHOOLS AND STUDENTS PRErARINO FOR

EXAMINATIONS.

1. The histon,- is divided into periods in accordance with the great na-

tional changes that have taken place.

2. The historj" of each period is given topically instead of in chronolog-

ical order.

3. Examination questions are given at the end of each chapter.

4. Examination papers, selected from the official examinations of the

different provinces, are given in the Appendix.

5. Student's review outlines, to enable a student to thoroughly tost his

own progress, are inserted at the end of each chapter.

6. Special attention is paid to the educational, social and coniniorcial

progress of the country.

7. Constitutional growth Is treated in a brief but comprehbneive Act-
cise.

53r By the aid of this work' students can prepare and review for exam-

inations in Canadian History more quickly than bi' the use of any other

work.

Epoch Primer of English History.
By Rev. M. Crkigiitox, M. A.. Late Fellow and Tutor of Mcrton College,

Oxford.

Authorized by the Education Department for use in Public Schools,

and for admission to the High Schools of Ontario.

Its adaptability to Public School use over all other School Histories will

be shown by the fact that

—

In a brief comixiss of one hundred and eighty pages it covers all the

work required for pu]iils preparing for entrance to High Schools.

The price is less than one-half that of the other authorized histories.

I In using the other Histories, pupils are compelled to read nearly three

I
times as much in order to secure the same results.

t'reighton's Eixich Primer has been adopted by the Toronto School

Board, and many of the j.-rincipal Public Schools in Ontario.
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The Canada School Journal
HAS RECEIVED AN HONORABLE MENTION AT PARIS EXHIBITION, ISTS.

Adopted by nearly every County in Canada.
Recommended by the Minister "of Education, Ontario.
Recommended l)y tlie Council of PuWic Instn.ctioii, Quebec.
Reoomincndcd by Chief Sujit of Education, New Brunswick.
Rccommendet' by Chief Supt. of Education, Nova Scotia.
Recommended by Chief Supt. of Education, British Columbia.
Recommended by Chief Supt. of Education, Manitona.

IT IS KDITBD BY

A Committee of some of the Leading Educationists in Ontario, assisted

by able Provincial Editors in the Provinces of Quebec, Nova Scotia, New
Brunswick, Prince Edward Island, Manitcl)a, and British Cohunbia, thus
having each section of tha Dominion fully represented.

CONTAINS TWENTV-FOUR PAGES OF READINQ MATTER.

Live Editorials ; Contributions on important Educational topics ; Selec-

tions—Readings for the School Room ; and Notes and News from each Pro-

vince.

Practical Department will always contain useful hints on methods of

teaching diflferent sul)jccts.

Mathematical Department gives solutions to difficult problems also on

Examination Papers.

Official Department contains such regulations as may be issued from

time to time.

Subscription, SI.00 per annum, strictly in advance.

Read the Following Lettrr from John Greenleaf Whittier, the Fa-
mous American Port.

I have also received a No. of the " Canada School Journal," which seems

to me the brightest and most readable of Educationa Magazines I am very

truly thy friend, John Greenleaf Whittier.

A Club of 1,000 Subscribers from Nova Scotia.
i

(Copy) Education Office, Halifax, N. S., Nov. 17, 1878. j

Messr.H. Adam Miller & Co., Toronto, Out. '

Dear Sirs,— In order to meet tlie wishes of our teachers in various parts

of the Province, and to secure for them the advantage of your excellent

periodical, I hereby subscribe in their behalf for one thousand (1,000) copio-
,

at club i-ates mentioned in your recent esteemed favor. Subscriptions wilj
j

begin with January issue, and lists will be forwarded to your office in a few i

days. Yours truly,
I

David Alli.son, Chief Supt. of Education. i

Address. W. J. GAGE & CO., Toronto, Canada









' '"mBI^^W


